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ABSENTEELSM 


ll-1 1e507 .B89a 


Bureau of Business Practice. 
Action guide; how to control absenteeism. 
management series--Action guide 122) ; 
Effective supervision is seen as the key to controlling absenteeism. This booklet 
absenteeism becomes a problem, 


Waterford, Conn., 1970. 47 pp. (Dynamic 


enumerates the steps a supervisor can take when 


APPLICATIONS FOR POSITIONS 
11-2 Tel35 .Ir4g 
Irish, Richard K. 
Go hire yourself an employer. Garden City, N.Y., Anchor Books, 1973. 165 pp. 
4 how-to book for the job-seeker, especially for those seeking the "judgment job,' 
i.e. the job demanding a high degree of intelligence and intuition. 





AUTOMATIC DATA PROCESSING--PERSONNEL 





L1-3 
Matthies, Leslie H. 
Don't educate your new analyst--train him! The Office, vol. 78, no. 3, September 


1973, pp. 1820, 27-28. 
Discusses the planning and design of training programs for new systems analysts, 


CHANGE, ORGANIZATIONAL 

11-4 

Fuller, Stephen H. 
Employee development and the modern workforce. Performance, vol. 3, no. 2, March« 
April 1973, pp. 10-13. 

General Motors does not rely on any single program such as job enrichment to 
improve employee attitudes and increase job satisfaction, but utilizes an organi- 
zational development approach as a means of identifying what particular program 
might be more appropriate in a certain situation. GM's Vice President of Personnel 
Administration and Development Staff describes some of the organizational develop- 
ment projects which have been undertaken, 

ll-5 1d72.9 .H29c 
Havelock, Ronald G, 
The change agent's guide to innovation in education, Englewood Cliffs, N.J., 
Educational Technology Publications, 1973. 279 pp. 
Although written for educators at all levels, this guide to the process of 
innovation might be useful to anyone interested in the planning and management 
of change. 


11-6 HM101 .Sch5o 
Schmidt, Warren H,. 
Organizational frontiers and human values. Belmont, Calif., Wadsworth, 1970. 
190 pp. 
Summarizes a UCLA Graduate School of Business Administration "Organizational 
Frontiers Seminar" and presents additional readings on the future of organizations. 
Partial contents: Managing organizations in a time of crisis; Primary target 
for change: the manager or the organization?, by W. Warner Burke and Warren H. 
Schmidt; Bibliography on organization development, by NTL Institute for Applied 
Behavioral Science. 


11-7 

Wessman, Fred. 
The group construct: a model for OD interventions. Personnel, vol. 50, no. 5, 
September-October 1973, pp. 19-29. 

"The group construct model is a conceptual scheme designed to account for the 
conditions, variables, and outcomes that the consultant and client group will focus 
on" during the organization development intervention process. Each step of the 
model is described in terms of consultative activity. 
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CIVIL SERVICE 
ue 
Veughin, William A, ; gt 
Murray Seasongood: twentieth-century urban reformer. Ann Arbor, Mich,., University 
Microfilms, Inc., 1973. 2v. ; 
A&A study of the efforts of Murray Seasongood to bring a merit system civil service 
to the city of Cincinnati during the early part of the 20th century. 
Doctoral dissertation, University of Cincinnati, 1972. Abstracted in “ 
Dissertation Abstracts International, vol. 33, no. 9, March 1973, pp. 5076-4-5077-A. 


JS401 .B32m 





1l*9 1c204 .G19p 

Gartner, Alan, Russell A. Nixon and Frank Riessman, eds. 
Public service employment; an analysis of its history, problems, and prospects, 
New York, Praeger, 1973. 230 pp. 

A detailed look at the creation of job opportunities in the Federal, state and local 
governments as a means of promoting the employment of the unemployed and underemployed. 
"The essays ... were originally presented at a conference on public service employment, 
June 1972, jointly sponsored by the National Conference on Public Service Employment, 
the New Careers Development Center, and Social Policy magazine." 





11-10 

McClung, Glenn G, 
"Qualified" vs "most qualified": a review of the issues of competitive merit 
selection. Public personnel management, vol. 2, no. 5, September-October 1973, 
pp. 366-369, 

McClung suggests from his examination of the merit selection system and some 

criticisms of it "that our problems are more ones of delivery than basic philoso- 
phy, and that there is no viable alternative to a merit focus." 


Lle1l Tech, Rpts. 
National Civil Service League. 
Manpower planning strategies for emergency public employment, by Jacob J. 
Rutstein and Richard P. Schick. Springfield, Va., National Technical Information 
Service, 1972. 316 pp. (PB- 213-686) 

"The report contains a model plan indicating how state and local governments 
might hire the unemployed and underemployed for government jobs, under the 
provisions of laws such as the Emergency Employment Act of 1971. tee Based in 
part on the experience of the National Civil Service League in working with the 
City of Chicago and the State of Connecticut...." 


ln12 1c204 .N2Ip 


National Manpower Policy Task Force. 
Public employment policies and priorities; a statement by .... Washington, 1972. 14 pp. 
Reviews the first year's accomplishments of the public employment program in pro- 
viding government jobs for the unemployed. Points out some problems and possible 
Strategies for improving the program, 


lle13 Tech, Rpts. 

U.S, Department of Health, Education, and Welfare. 
& summary and evaluation of public service careers; Plan"B" (PSC-B), fiscal years 
1971-1972, by Willie E. Boyd, Office of New Careers. Bethesda, Md., Leasco 
Information Products, 1972. 100 pp. (ED-068-661 ) 

Analyzes 117 municipal government public service careers projects which are 

designed to stimulate employment opportunities for the disadvantaged. "In general, 
program success varied directly with the style of supervision employed." 








CIVIL SERVICE, FEDERAL 
11-14 PR Ic26 .J19u 
Jain, R. B. 
The United States Civil Service Commission: its place in the machinery of government, 
Delhi, India, The Author, 1970. 38 pp. 
"The dilemma in the personnel administration of the U.S. Government arises from 
the fact that the USCSC, being the central personnel agency, is neither fully re. 
sponsible to Congress nor to the Chief Executive, and that it has somewhat an ‘inde. 


endent' status." . . ; . 
P PPaSen ed %8° regional seminar on "Major Issues in American Government and 


Politics in the Twentieth Century." 





11-15 
Legislative drafting in Federal agencies. Catholic University law review, vol. 21, 
no. 4, Summer 1972, pp. 703-907. 

This American Bar Foundation project carried out by the Catholic University Law 
Review group examined the legislative drafting process in the executive branch of 
the Federal government. Included in the analysis was a review of the skill, experi- 
ence, training and responsibilities of the lawyers who draft legislation. 


11-16 
Symposium: the lawyer in government, Federal bar journal, vol. 32, no. 1, Winter 1973, 
pp. 1-75. 


Contents: The Federal attorney's position within the government, by Richard G,. 
Kleindienst; The government lawyer: a report of the Special Committee on Federal 
Career Legal Service [ Federal Bar Association]; The lawyer's recognition award: 

a suggested program for upgrading and structuring continuing legal education, 

by Charles W. Sherrer and Marion S, Sherrer; "The Oliver report," Report of the 
Civil Service Commission: excerpts from the model attorney evaluation system, 
developed by the Job Evaluation and Pay Review Task Force; The government client 
and confidentiality: opinion 73-1, by the Professional Ethics Committee, Federal 
Bar Association. 


11-17 Ic26.1 .Un35c 
U.S. Civil Service Commission, 
The Civil Service Commission today. Prepared by the Office of Public Affairs. 


Washington, U.S. Govt. Print. Off., 1973. 19 pp. 
This pamphlet shows how the responsibilities of the U.S. Civil Service Commission 
have increased since its fo unding in 1883 and explains what these tasks are today. 


11-18 1e437. —-. L4Un35L 
U.S. Civil Service Commission. 
Law enforcement and related jobs with Federal agencies; intelligence, investigation, 
enforcement, protective services. Prepared by Bureau of Recruiting and Examining. 
Washington, U.S. Govt. Print. Off., 1972. 18 pp. (BRE-38) 
An overview of the major types of law enforcement positions in the Federal 
government, 


paeee 1e438 .L6Un35p 
U.S. Civil Service Commission. 
Professional careers for librarians. Prepared by Bureau of Recruiting and Examining. 
Washington, U.S. Govt. Print. Off., 1973. 18 pp. (Announcement 422) 
Describes several major Federal libraries and explains how to qualify and apply 
for Federal library positions. Announcement revised February 1973. 


11-20 Iall.15 .Un35wf Spanish 


U.S. Civil Service Commission. 
Trabajando para los USA. Prepared by Bureau of Recruiting and Examining. Wa shing- 
ton, U.S. Govt. Print. Off., 1973. 66 pp. (BRE-44) 
A Spanish-English edition of the publication Working for the USA which explains 


eligibility requirements, application procedures and working conditions in Federal 
employment. 
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CIVIL SERVICE, FOREIGN 
11-21 Icl66 .C16H66b 


Hodgetts, John E, and others. 
The biography of an institution; the Civil Service Commission of Canada, 1908- 





1967. Montreal, McGill-Queen's University Press, 1972. 532 pp. 

1le22 Icl66 .C16H66c 

Hodgetts, John E. 
The Canadian public service; a physiology of government, 1867-1970. Buffalo, 
N.Y., University of Toronto Press, 1973. 363 pp. 


Part three examines the division of authority for personnel management among 
the Public Service Commission, the Treasury Board and the department or agency. 


CIVIL SERVICE, INTERNATIONAL 
11-23 
United Nations. International Civil Service Advisory Board. 
Report of the twenty-first session of the board. New York, 1973. 23 pp. 
The entire session was devoted to an examination of the draft statute for 
the International Civil Service Commission, 





Iell.7 .Un3r 1973 


11+24 
Michael, Peter H. and Stephen J. Fabricant. 
The MBA as dropout. The MBA, vol. 7, no. 7, August-September 1973, pp. 28-30 
Berkeley MBA students were surveyed in 1971 on such characteristics as demos 
graphics, political positions, marijuana and hallucinogen usage, career preferences 
and expectations, and experience with and impact of group projects including 


sensitivity training. Results are compared with an eariier study of co le e 
1 
7 1 g 


tbekS LB2371 .N2la 
National Board on Graduate Education. 
An annotated bibliography on graduate education; 1971-1972. Washington, 1972. 
151 pp. 

The section on supply and demand of human resources lists surveys of graduate 
degree recipients and materials on employment opportunities, mobility and utiliza- 
tion of graduate degree holders. The section on women in higher education includes 
publications related to the status of women employed as faculty. 


1126 


Ondrack, D. A, 
Emerging occupational values: a review and some findings. Academy of Management 
journal, vol. 16, no. 3, September 1973, pp. 423-432. , 
Occupational values of MBA students are surveyed and compared with the results 
of other studies, The comparison indicates "an increased concern with quality of 
Co-worker peers, and an increased desire for independence." 


11-27 

Pennsylvania State University. College of Human Fonda ig pee 
+a pg the meaning of work, by David Gottlieb. Springfield, Va., National 
ec nical Information Service, 1973. 317 pp. (PB- 217-360) 
dime aes seniors toward work were studied at five Pennsylvania 
pa xis as pa omen rt the work ethic is neither.dead nor dying; rather a 
nrg _ ging nat places a much greater demand on work while at the same 

e-emphasizing the importance of money, power, and prestige."" The variables 


of se i i i 
—_ x, Socio-economic status and ethnic-religious orientation were found to in- 
uence student attitudes. 














COMMUNICATION TECHNIQUES 
11-28 Te552 .B8lm 
Brown, Charles T. and Paul W. Keller. 
Monologue to dialogue; an exploration of interpersonal communication. Englewood 


Cliffs, N.J., Prentice-Hall, 1973, 223 pp. 

A book about human interaction--speaking and listening, giving and receiving.. 
designed to help improve interpersonal skills. The emphasis is on the value of 
openness. 

11-29 

Longmeyer, Judith. 
Sounding off about two-way communication. Supervision, vol. 35, no. 9, September 
1973, pp. 28=29, 

Communications from employees are as important as communications to employees and 
the supervisor has the primary responsibility for making sure that communication 
operates in both directions, 


11-30 
Silverman, Robert S. 
The cross-fertilization concept: an employee publication that communicates. 
Personnel journal, vol. 52, no. 9, September 1973, pp. 819-822. 
A "how-to" article on improving employee publications. Considers determining 
the purpose, choosing items to include and designing the format. The aim should 
be a publication that communicates. 


CONFERENCES 


11-31 1e405 .M26p 
Madsen, Paul O. 
The person who chairs the meeting. Valley Forge, Pa., Judson Press, 1973. 95 pp. 
"The author discusses the steps necessary in planning and handling an agenda, 
creating a healthy psychological climate, choosing the best physical surroundings, 
and finally conducting the meeting." 


COUNSELING 

L132 

Morano, Richard. 
Value scaling as a counseling aid. Personnel, vol. 
1973, pp. 60-62. 

".,..Value scaling is a simple and easily administered technique applicable in 

counseling individual employees about transfers, promotions, training, or career 
planning." The method is described here in the context of career planning. 


50, no. 5, September-October 


DECISION-MAKING 


11-33 1d24 .D29p 
Davis, Gary A. 
Psychology of problem solving; theory and practice. New York, Basic Books, 1973. 
206 pp. 
Aimed at the psychologist, educator and person in business and industry, this 
book describes problem-solving and creative thinking as it relates to each of 
their disciplines, showing both commonalities and unique qualities. 





11+34 
Duncan, Robert B. 
Multiple decision-making structures it adapting to environmental uncertainty: the 


impact on organizational effectiveness. Human relations (Gt. Brit.), vol. 26, no. 3 
1973, pp. 273-291. 


" s s . . 
Twenty-two decision groups were studied in three Manufacturing and three Research 


e J 


and Development organizations. The objective was to identify the types of structural 


modification decision units implemented in making decisions under uncertainty, and 


the relationship of these structural modifications with organizational effectiveness." 








lle 
New 








nd 


Ye 


no. 2) 


earch 





DECISION-MAKING (Cont'd) 

11-35 

Gellerman, Saul. 

Picking your »blems. Management today (Gt. Brit.), September 1973, pp. 82-85. 
All manag solve problems, but effective managers solve the right problems. 

"These cases are of three managers ‘solving' three problems: one that was the 

wrong problem, one that wasn't a problem, and one that was a real problem hidden 

by spurious ones." 


11-36 

Weiss, W. H. + 
How to understand decisionmaking. Supervision, vol. 35, no. 9, September 1973, 
pp. 3-5. 


By understanding the decision making process and the factors which affect decisions, 
the supervisor can improve his decision making skill. The author points out some of 
the causes of poor decisions and discusses external factors affecting decisions and 
the problems of procrastination and rationalization. 

ELEGATION 

11637 

McConnell, Charles. 
Making delegation work for you. Manage, vol. 25, no. 5, September-October 1973, 
pp. 11-12. 

Successful delegation includes development of the delegation condition as well 
as properly accomplishing the delegation process. 


DISADVANTAGED 


11-38 Tech, Rpts. 
Beatty, Richard W. 
A longitudinal study of first- and second-level supervision, job performance, 
and the weekly earnings of the hard-core unemployed. Bethesda, Md., Leasco 
Information Products, 1972. 10 pp. (ED-068-575) 

"These findings indicate that the relationships with supervisors, particularly 
early in the HCU's experience with an organization, is indeed related to job 
success." 

Presentation at annual meeting of the Rocky Mountain Psychological Association, 
Albuquerque, New Mexico, May 10-13, 1972. 


11-39 Iel52 .N48s 

New York (State). School of Industrial and Labor Relations, Cornell University, 
Supportive services for disadvantaged workers and trainees, by Deborah A, Heskes. 
Ithaca, 1973. 56 pp. (Key issues series - no, 12) 

The first two sections examine the supportive services of day care, health and 
medical care, transportation and legal aid and describe five federally supported 
manpower training programs that have attempted to supply these supportive services. 
"Part Three briefly discusses revenue sharing, an alternative to the provision of 
manpower services through federal categorical programs or grants." 


11-40 Iel52 .Sh3w 
New York (State). School of Industrial and Labor Relations, Cornell University. 
White workers and black trainees; an outline of some of the issues raised by 
Special training programs for the disadvantaged, by Joseph B. Shedd. Ithaca, 
1973. 37 pp. (Key issues series, no. 13). 
Examines the reactions of regular workers to training programs for the dis- 
advantaged and to the trainees themselves and describes methods of dealing with 
negative reactions. Bibliography. 














DISADVANTAGED (Cont'd) 

11-41 Tel52 .Un35i 

U.S. Civil Service Commission. 
Improving opportunities for employment of the disadvantaged in state and local govern- 
ments; a guide for effective action. Prepared by Bureau of Intergovernmental Personnel 
Programs. Washington, U.S. Govt. Print. Off., 1973. 27 pp. (BIPP- 152-26) 

"This pamphlet is provided ... to assist State and local governments in developing 
programs to increase employment of unemployed or underemployed persons with educational. 
training, economic, physical, or other types of handicaps." 

Available from U.S. Government Printing Office. 





EMPLOYEES- - PARTICIPATION LN MANAGEMENT 





11-42 1e527.9 .C55w 
Clarke, R. O., D. J. Fatchett and B. C. Roberts. 
Workers' participation in management in Britain. London, Heinemann Educational 


Books, 1972. 214 pp. 
Looks at the ways and extent to which workers participate in management in Great 


Britain. Participation is defined as any process through which workers share in 
reaching managerial decisions. 


11-43 Ie621 .Lils No. 16 
Labor-Management Relations Service. 
Participatory management--employees are creative! Washington, 1973. 8 pp. 


(Strengthening local government through better labor relations no, 16) 

William V. Donaldson, city manager of Tacoma, Washington, relates some of his 
own experiences which illustrate the potential effectiveness of participatory 
management in increasing productivity. 


11-44 
Lippai, Steven E, 
' Negative feedback for innovation and improvement. Performance, vol. 3, no. 3, 
May-June 1973, pp. 34-37; no. 4, July-August 1973, pp. 26-29. 

A twoepart series of articles which generally discuss participative management 
programs and describe two approaches to the design of participative systems. 
Focuses on the formal approach and how it can effectively utilize negative feed- 
back in suggestion system program applications. 


11-45 
A plant where workers like their jobs. Business week, no. 2296, September 8, 1973, 
pp. 64T-64U, 64W. ; 
Morale and production are high and absenteeism and turnovers are low at the Kennett 
manufacturing plant of Uniroyal, Inc. where all employees earn salaries rather than 
wages, are responsible for their own work and participate in other management decisions, 
This article is reprinted in the Congressional Record, vol. 119, no. 142, September 26 


1973, pp. $17757-S17758. 





11-46 


. S/I 
Ruh, Robert A., Raymond G, Johnson and M, Peter Scontrino. 
The Scanlon Plan, participation in decision making and job attitudes. Journal 
of industrial and organizational psychology, vol. 1973, no. 1, Spring 1973, 
pp. 36-45, 


"The results of this study indicated that there were significant differences 
between organizational units operating under the Scanlon Plan in the extent 
to which the Scanlon Plan was seen as providing an effective vehicle for 
participation in decision making. In addition, the results indicated that such 
perceptions of the Scanlon Plan were positively related to job involvement, 
motivation and identification with the organization." 
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EMPLOYEES - - PARTICIPATION IN MANAGEMENT (Cont'd) 








11.47 
ll#4 


Schultz, George P. and Robert B. McKersie. 
Participation--achievement--reward systems (PAR). Journal of management studies 
(Gt. Brit.) vol. 10, no. 2, May 1973, pp. 141-161. 

The authors' study of an oil company provides insights into the process of deter- 
mining the feasibility of a PAR approach. This approach, primarily associated with 
Joseph Scanlon, is based on the assumption that people participate more energetically 
when they have a stake in the enterprise and when a reward system is provided which 
increases the individual's stake and symbolizes his achievements. 


EQUAL OPPORTUNITY IN EMPLOYMENT 
. . 
11948 Law .B89eq Civil Rights 





Bureau of National Affairs, Inc. 
The Equal Employment Opportunity Act of 1972; editorial analysis, discussion of court 
decisions under 1964 Act, text of Amended Act, Congressional Reports, legislative 
history. Washington, 1973. 423 pp. 


11-49 S/I 
Employment--National origin discrimination and aliens. Texas law review, vol. 5l, 
no, 1, December 1972, pp. 128-136. 
Examines arguments which have been presented for and against including citizen- 
ship within the definition of national origin in employment discrimination cases 
brought under Title VII of the Civil Rights Act of 1964, 


11-50 

Grossman, Harry. 
The Equal Employment Opportunity Act of 1972, its implications for the state and local 
government manager. Public personnel management, vol. 2, no. 5, September-October 
1973, pp. 370-379. 

Grossman, Regional Appeals Examiner of the Boston Region, U.S. Civil Service 

Commission, examines the effects of the Act on state and local government selection 
and hiring practices. 


11-51 
Hershfield, David G. 
Labor relations pressures for equal opportunity. Conference Board record, vol. 10, 
no. 9, September 1973, pp. 44-46. 
Notes recent industrial efforts to accomodate demands for equal employment 
opportunity with traditional union practices. 


11-52 
Hornbeck, J. A. 
On fair employment practice. Public administration review, vol. 33, no. 5, September- 
October 1973, pp. 460-462. 
This review of the basic features of discrimination, social justice, fair play and 
affirmative action was designed to serve as a guide for a system of fair employment 
practices, Originally produced as a memorandum for supervisors at Sandia Laboratories. 


11-53 
Hrabak, William H. 
EEO and base compensation: effects count, not intent. Management review, vol. 62, 
no. 9, September 1973, pp. 15-20. 
Base compensation is one area that will be covered by Federal agencies in an 
equal employment opportunity compliance review. The author describes three approaches 
& company might take in preparing for a review of this area and points out some 
compensation practices which might be the source of problems. 





EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 





11#54 Iel52 .In2e 

Indiana University Libraries. 
Economic status and conditions of the Negro, comp. by Thomas J. Michalak. n.p., 
1969. 21 pp. — a. 

"This bibliography presents some of the relevant literature /monographs only/ 

on the economic problems of the Negro: discrimination in employment, fair employ- 
ment practices, discrimination in trade unions, Negroes in the occupational 
structure, unemployment, manpower training and human resources development, and 
poverty." 


11-55 Iell .P96pu No. 5 
International Personnel Management Assoication. 
Discrimination: what does it mean? by Richard E, Biddle. Chicago, ned. 16 pp. 
(Public employment practices bulletin no. 5) 

Biddle suggests that a major reason public employers are losing fair employment 
cases is that they "are uninformed on how to comply with Title VII."" He discusses 
Section 703 (h) of Title VII of the Civil Rights Act of 1964 and points out those 
concepts which were defined by the Supreme Court in the Griggs v. Duke Power Com- 
pany decision. The author then examines how adverse effect is shown and the rela- 
tionship between affirmative action and Title VII. Presents a table showing certain 
characteristics (including the decision) of 50 court cases in which the employer's 
selection practices were challenged under civil rights laws. 





11+56 1el52.9 .M66p 
Minnesota. University. Industrial Relations Center. 
Problems and issues in the employment of minority, disadvantaged and female groups; 
an annotated bibliography, by Patrick P. Pinto and Jeanne 0. Buchmeier. Washing- 
ton, American Psychological Association, Journal Supplement Abstract Service, 1973, 
62 pp. (Selected documents in psychology, no. 310) 
Reprint of Industiral Relations Center, University of Minnesota Bulletin, 59 
1973(Jan.). 


> 


11+57 S/I 
Moroze, M. Brian. 
Back pay awards: a remedy under Executive Order 11246. Buffalo law review, vol. 22, 


no. 2, Winter 1973, pp. 4396455. 

Moroze explains why he believes that back pay awards are an appropriate remedy 
in cases where government contractors have violated the nondiscrimination clause of 
Executive Order 11246. 


11+58 
Rennie, Donald K. a i i 
Coming to grips with affirmative action. Personnel administrator, vol. 18, no, 9, 
September-October 1973, pp. 29-31. 
The Vice President of Personnel and Industrial Relations at Abex Corporation 
discusses implementation of his firm's affirmative action program. 


1159 

Short, Larry E. : i 
Nondiscriminiation policies: are they effective? Personnel journal, vol. 52, 
no. 9, September 1973, pp. 786-792. 

"If the experience gained in the federal government is applicable to peivety 

employment, it appears that the EEOA /Equal Emp loyment Opportunity Act of 1972) 
will not accomplish equality of opportunity. The nondiscrimination policies re- 
quired by the EEOA may only result in the employment of more minority employees 
and not their concurrent development and advancement. Affirmative action programs 
may be necessary in private employment, just as they were necessary in federal 
employment, to move toward true equality of opportunity." 
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EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 





11-60 1e365 .Un35e 
U.S. Civil Service Commission. 
Employment of the rehabilitated offender in the Federal service. Prepared by Bureau 
of Begeut ting and Examining, Manpower Sources Division. Washington, 1973, Leaflet 
REhe-z 
1l-61 Te152.5 .Un35e 
U.S. Civil Service Commission, 
Equal employment opportunity counseling; a guidebook. Prepared by the Office of 
Federal Equal Employment Opportunity, Washington, U.S. Govt. Print. Off., 1973. 
20 pp. (Personnel methods series no. 19) 

"Part I of this guidebook contains guidance for agency equal employment 
opportunity and other officials on the selection, training, assignment, and location 
of EEO counselors. Part II of the guidebook contains guidelines for use by EEO 
counselors in carrying out their counseling duties, and is intended to provide 
counselors with a handy reference tool for their day-to-day use." 

Selected appendices: App. A, Procedures for processing complaints of 
discrimination in Federal employment; app. B, Elements of an affirmative action 
program for equal employment opportunity; app. C, Suggested readings for EEO 
counselors, 

Available from U.S. Government Printing Office. 


11-62 Ie152 .Un472a 1971/72 
U.S. Equal Employment Opportunity Commission. 
Annual report, 1971/72. Washington, U.S. Govt. Print. Off., 1973. 72 pp. 
Reviews Commission decisions and judicial decisions related to Title VII of the 
Civil Rights Act of 1964 and summarizes compliance activities. 


11-63 Iel52 .N2le 
U.S. Equal Employment Opportunity Commission. 
EEOC guidelines on employment application questions. Washington, 1972? 6 pp. 
Lists "questions commonly found in public and private employment application forms. 
Each of them inquires into a factor which might be considered in a manner which might 
violate Title VII of the Civil Rights Act of 1964 or another law aimed at achieving 
equal employment opportunities for all." 
Reprinted by National Civil Service League. 
ETHICS 
11-64 
Hamer, John, S/I 
Ethics in government. Editorial research reports, vol. 1, no. 19, May 16, 1973, 
entire issue. 
Discusses the new concern over government ethics resulting from the Watergate 
scandal and reviews previous instances of high level political corruption. Con- 


cludes with an eximination of recent proposals aimed at improving ethics in govern- 
ment, 


EXECUTIVES 


11265 1e124.9 ,.P15m 
Pahl, J. M. and R. E. Pahl. 
Managers and their wives; a study of career and family relationships in the middle 
class, London, Allen Lane The Penguin Press, 1971. 326 pp. 
4n exploration of the life of middle-class men and women in Great Britain, 
specifically managers and their wives. Partial contents: The sociology of the 


career; Managers and their mobility; The wife*s world; Ambition and ambi guity in the 
middle class, 








EXECUTIVES--ABILITIES AND CHARACTERISTICS 





11-66 
Alstadt, Donald M. 
The reactive manager--a threat to corporate planning. Personnel administrator, 


vol. 18, no. 5, September-October 1973, pp. 37-39. 
Basic human attitudes which cause managers to be reactive instead of proactive 
are viewed as neutralizing the effects of organizational efforts to manage change, 
11-67 
Bowen, Stephen N, 
The executive name game, Dun's, vol. 102, no. 3, September 1973, pp. 117, 120, 
Bowen's Theory of Executive Advancement--have an attention-getting name, The 
author discusses the fact that a large proportion of American business leaders have 
unusual names. 


11-68 S/I 
Harrell, Thomas W. and Margaret S. Harrell. 
Stanford MBAs five years out: income, satisfaction, perception of success. Stanford 


Business School alumni bulletin, vol. 41, no. 4, Summer 1973, pp. 15-17. 

Reports the results of a follow-up study of Stanford's 1961-67 MBA graduates. 
Data are presented on income (starting and five years later), job satisfaction, per- 
ception of success and subject area of employment. 


11-69 

Pearse, Robert F. 
The fine are of managerial hustling. Personnel, vol. 50, no. 5, September-October 
1973, pp. 53-59. 

"The managerial hustler manipulates impressions by trying to make others think 
he is more capable than he really is, and manipulates situations in a way that will 
persuade others that he is more influential than he actually is." Describes several 
personality types to be found among managerial hustlers and discusses hustling in 
bureaucratic and entrepreneurial organizations. 


11-70 

Pfeffer, Jeffrey. 
Canonical analysis of the relationship between an organization's environment and 
managerial attitudes toward subordinates and workers. Human relations (Gt. Brit.), 
vol. 26, no. 3, 1973, pp. 325-337. 

This research examined the relationship between managerial attitudes toward sub- 

ordinates and workers in general and the environmental conditions of the organi- 
zation's technological environment and its relationships with other organizations. 





11-7] 
Pruden, Henry 0. 
The upward mobile, indifferent, and ambivalent typology of managers. Academy of 


Management journal, vol. 16, no. 3, September 1973, pp. 454-464. 

The results of this study of actual career and job orientation attributes sup- 
port Robert Presthus' manager typology of upward mobile, indifferent and ambiva- 
lent “as a good approximation of actual individual patterns of accommodation to 
complex organizations and as a useful guide to further comparisons of empirical 
cases."" It is suggested that each managerial type might pose a contingency for 
determining the appropriate type of organizational governace. 


11+72 

Siegel, Jacob P. 
Machiavellianism, MBA's and managers: leadership correlates and socialization 
effects. Academy of Management journal, vol. 16, no. 3, September 1973, pp. 404- 
411. 

Managers and MBA students are compared on the basis of data obtained from a 
Machiavellianism scale which measures manipulative interpersonal dispositions, 
and from an authoritarian-democratic leadership scale. Students were found to be 
more manipulative and less participative than managers. 
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EXECUTIVES -- ABILITIES AND CHARACTERISTICS (Cont'd) 





11-73 
Stoess, Alfred W. 
Conformity behavior of managers and their wives. Academy of Management journal, 
vol. 16, no. 3, September 1973, pp. 433-441. 
This research shows that organizational managers and their wives are more con- 
forming than the general population. No significant differences were found in the 


conformity behavior of managers and wives from wife-oriented corporations when com- 
pared to those from non-wife-oriented corporations, 


11674 le124 .Tl7c 
Tarnowieski, Dale. 
The changing success ethic; an AMA survey report. New York, AMACOM, 1973. 52 pp. 
Business managers report their attitudes toward their jobs, their careers and 
the concept of success. The survey results indicate that the idea of success is 
changing. “The shift in success-related values may be away from the accumulation 
of treasures that can be readily measured and toward the realization of less 
tangible objectives upon which no price ... can be representatively placed." 


EXECUTIVES- - EVALUATION 





11-75 1e398.4 .F82m 
Fournies, Ferdinand F. 
Management performance appraisal; a national study. Somerville, N.J., F. F. 


Fournies Assoc., 1973. 98 pp. 
The study examines current management appraisal practices in 35 companies and 


identifies those elements in the appraisal programs which present obstacles to 
management development. 


EXECUTIVES--PAY AND FRINGE BENEFITS 
11-76 





Ie53 .Ex3C73s 
Commission on California State Government Organization and Economy. 


Study of salaries of exempt executive and administrative positions in California state 
government. Sacramento, 1972. 30 pp. 

On the basis of its findings, the Commission recommends several changes in salary 
administration for these positions. 

ll=77 

Dalaba, O. Gene. 
Misuses of compensation as a motivator. Personnel, vol. 50, no. 5, September- 
October 1973, pp. 30-37. 

Suggests several reasons for the failure of current compensation and benefits 
practices to motivate employees. The emphasis is on managerial compensation and 
motivation. 

11-78 

Goldston, Eli. 
Executive sabbaticals: about to take off? Harvard business review, vol. 51, no. 5, 
September-October 1973, pp. 57-68. 

On the bases of his own experiences with a six-month leave from his position as 
President of Eastern Gas and Fuel Associates and a survey he conducted of practices 
in Fortune "500" companies, Goldston reports on the benefits to be gained from such 
&@ program and forms it may take. 


11-79 
Goodman, Susan, 
Salaries: industry by industry. The MBA, vol. 7, no. 7, August-September 1973, ° 
pp. 9-10, 
A series of charts shows variations in compensation by type of industry and 
size of firm, The data are based on a survey of chief executive officer salaries 
in the 10 largest firms in 9 industrial categories. 





EXECUTIVES--PAY AND FRINGE BENEFITS (Cont'd) 





11-80 Ie53 .Ex3In8s 1973 
International City Management Association. 
Salaries over $14,000 for city managers, chief administrative officers as of 
January 1, 1973. Washington, 1973. 20 pp. 


11-81 
Lewellen, Wilbur G. and Howard P. Lanser. 
Executive pay preferences. Harvard business review, vol. 51, no. 5, September. 


October 1973, pp. 115-122. 

Reports on a study of executive pay practices--how the executive feels about 
various kinds of direct and indirect pay and what choices he would make if design. 
ing his own package. Three hundred managers from seven corporations participated, 
The executives generally rated pensions and vacations high and stock options low, 
They favored having a voice in “reward selection." 

11-82 
New rewards in executive pay. Business week, no. 2299, September 29, 1973, pp. 97- 
100, 102. 

A special supplement on trends in executive pay and benefits and special aspects 
of executive compensation such as regional salary differentials, pay bargaining, 
employment contracts and the decreasing compensation advantages of overseas jobs. 

11-83 

Perham, John C, 
The expanding world of executive perks. Dun's, vol. 102, no, 3, September 1973, 
pp. 64-67, 147-148. 

This discussion of currently popular executive fringe benefits includes a 
list of benefits commonly offered by companies and a list of the 15 benefits most 
desired by executives, 

11-84 
Perham, John C. 
How to make a million--quit! Dun's, vol. 102, no. 3, September 1973, pp. 50-53. 

Separation pay policies in executive termiration agreements can make abrupt 
departures lucrative for the executive as several examples presented in this 
article illustrate, 


EXECUTIVES - - RECRUITMENT 


11-85 Iel24 .C83c 
Cox, Allan J. 
Confessions of a corporate headhunter. New York, Trident Press, 1973. 189 pp. 
This executive recruiter tells executives and management what to look for in 
each other and offers some of his own observations on organizational dysfunction. 
Concludes with thoughts on the corporation of tomorrow and the need for reordering 
priorities. 
11-86 
Root, William E. 
The ten commandments of upper level recruiting. Administrative management, 
vol. 34, no. 9, September 1973, pp. 61-62. 
Suggests a systematic method of recruiting executives. 
11-87 





Roscow, James P. 
Knocking off the golden edge. The MBA, vol. 7, no. 7, August-September 1973, 
pp. 20-22. 

MBAs, corporations and educational institutions all share part of the blame for 
problems which occurred with the utilization of MBAs during the 1960s. Current 
improvements in MBA recruiting appear to be accompanied by a changing relationship 

_ between MBAs and corporations. 
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EXECUTIVES- -RESPONSIBILITIES 





11-88 
Egbert , Wallace H. 
The suggestion administrator. Performance, vol. 3, no. 2, March-April 1973, pp. 4l- 
42. 
Briefly describes the responsibilities of a professional suggestion system 
administrator. 


EXECUTIVES- - SELECTION 


11-89 
Longest, Beaufort B., Jr. 
Criteria for hiring college graduates as management trainees. Training and devel- 


opment journal, vol. 27, no. 9, September 1973, pp. 46-49, 

In this study, 20 Atlanta area firms indicated the 5 most important qualifications 
of a college graduate hired as a management trainee. Analysis of the data showed 
no variation in the rank order of the qualifications by size and age of the firm. 


EXECUTIVES - - TRAINING 





11-90 
Bird, Monroe M, 
Training wanted for corporate level management of small manufacturing firms. Train- 


ing and development journal, vol. 27, no. 9, September 1973, pp. 40-43. 

This survey of small manufacturing firms in Virginia shows that human relations, 
management theory and techniques and financial management are the training areas most 
desired by chief executives for themselves and their top subordinates. 


11-91 1433. F53d 
Fisher, Frederick E., ed. 
Developing state and local leadership in a changing society. Washington, U.S. 
Department of Agriculture, Graduate School Press, 1973. 101 pp. 

The contributions to this set of William A. Jump-1. Thomas McKillop Memorial 
Lectures in Public Administration/1972 focus on the need to adapt to societal 
changes and the training and development of managers, particularly in state and 
local governments. 

Partial contents: Leadership development at the state level, by Neely D. 
Gardner; Training of elected officials from minority groups, by Jewel L. Prestige; 
A strategy for state and local governments, by Frank P. Sherwood and Frederick 
E. Fisher; Intergovernmental Personnel Act: the first year, by Joseph M. Robertson; 
Management development through management by objectives, by Charles L. Hughes; A 
model and checklist for administrator, manager, and executive career training and 
development, by Edmund N. Fulker. 


11-92 

Greenwood, Frank and Nicolai Siemens. 
A self-taught management training program. Journal of systems management, vol. 24, 
no. 9, September 1973, pp. 8-13; no. 10, October 1973, pp. 28-31. 

The first part of this two-part series presents a practical approach to under- 
standing yourself and covers the basic functions of the management process. The 
second part discusses two important management tools--management by objectives 
and selling your ideas, The authors suggest that by reading this article and four 
recommended books "you can independently master the basic concepts of good manage- 
ment cheaply, rapidly and at your own pace." 


11693 S/C 
Imberman, A. A. 
Is management training worthwhile? Machine design, March 22, 1973, pp. 150-153. 
Points out some of the common planning and design errors which often undermine 
the effectiveness of management training. 








EXECUTIVES--TRAINING (Cont'd) 
11-94 1e424.9 .J7le 


Jones, Deborah, Kay Ball and Michael Shellens. 
Education for management; a study of resource. London, H.M. Stat. Off., 1972. 
207 pp. 

The purpose of this study was "to examine the provision of management education 
in Great Britain and estimate the extent and orientation of change over the next 
few years."' The results include data on the present supply of formal management 
education and the characteristics of establishments which provide these educational 
services. Prepared for the National Economic Development Office, Management 
Education, Training and Development Committee. 


‘i 1e424.9 .L52t 
11-95 


Leggatt, T. W. ; 
The training of British managers; a study of need and demand; a report by ..., 
Institute of Manpower Studies. London, H.M, Stat. Off., 1972. . 

Managers and organizations in the public and private sectors were surveyed in 
order to assess the present demand and need for management training and current 
training practices and to assess future demand and need. 

Commissioned by National Economic Development Office, Maragement, Education 


Training and Development Committee. 


11-96 
Lundberg, Craig, Roger Dunbar and T. L. Bayless. 
Contemporary management training in large corporations. Training and development 
journal, vol. 27, no. 9, September 1973, pp. 34-38. 
Reports the findings of a survey of the extensiveness, nature, effectiveness and 
future of management training in 24 large industrial corporations, 


FREEDOM OF INFORMATION 
11-97 S/I 
Freedom of Information Act--Investigatory files remain exempt from public disclosure 
even after agency proceedings have terminated. Texas law review, vol. 5l, 
no. 1, December 1972, pp. 119-127. 
Several cases are discussed which illustrate the variation in interpretation 
of the investigatory file exemption clause of the Freedom of Information Act. 





11-98 

Public access to information. Nothwestern University law review, vol. 68, no. 2, May- 
June 1973, entire issue. 

The primary purpose of this study conducted jointly by the Nothwestern University 

Law Review and the Nothwestern University Center for Urban Affairs was to measure 
the responsiveness of Illinois agencies to the public's requests for information, 
"A comment that follows ... considers the impact of computerization of agency files 
on public access to information," 





FRINGE BENEFITS 





11-99 1e418 .B89e 
Bureau of National Affairs, Inc. 
The employer and higher education. Washington, 1972. 30 pp. (Personnel policy 
forum survey no. 99) 
Reports policies related to tuition-aid plans; scholarship programs; research, 
fellowship and work-study programs; and gifts and donations to higher education. 
Survey results are based on responses from 188 companies. 
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FRINGE BENEFITS (Cont'd) 


11-100 . 
_- SeenagearfieF education: a case of corporate apathy. Personnel administrator, 
yol. 18, no. 5, September-October 1973, pp. 23-28. 
Attitudes of undergraduate evening students, MBA candidates and employers 
toward employer-sponsored employee educational programs are compared on the 
basis of questionnaire findings. 


Cecil, Earl A., Larry L. Cummings, Jerome M. Chertkoff. 
Group composition and choice shift: implications for administration. Academy of 
Management journal, vol. 16, no. 3, September 1973, pp. 412422. 

Research on the level of risk in group vs. individual decisions indicates a tend- 
ency for the group to shift toward increased risk taking. Because group pressure 
and composition have been found to be significant factors in influencing the direc- 
tion of choice shift in group decisions, the authors discuss possible managerial 
implications of controlling composition with respect to organizational creativity, 
performance evaluation, producing desired decisions, committee leadership style, 
evaluation of group recommendations and motivation of employees. 

11-102 
Steib, Bart. 
Proposition: winning team, 
no. 3, Fall 1973, pp. 1-6. 
Organizational socialization is explained as the process through which organi- 


zations become cohesive. Performance appraisal and organizational development are 
discussed as two devices available for facilitating socialization. 


Journal of Navy civilian manpower management, vol. 7, 


HANDICAPPED 
11-103 
Cornell University. Regional Rehabilitation Institute. 


A conceptual framework for the analysis of work behavior in sheltered workshops, 


by W. H. Button, and others. Springfield, Va., National Technical Information 
Service, 1968. 51 pp. (PB-208-680) 


Tech. Rpts. 


11+104 


President's Committee on Employment of the Handicapped. 
How Federal agencies have served the handicapped, 1972. 
Print. Off., 1973. 36 pp. 

Describes the services provided for handicapped persons by Federal agencies 
including the U.S. Civil Service Commission which administers efforts to promote 
the employment of handicapped persons in the Federal government. 

11*105 

President's Committee on Employment of the Handicapped. 
Opening doors for the handicapped. Washington, 1973? 26 pp. 

This publication “is intended to familiarize volunteers with the art of media 
contact--the favorable relationship with local editors and broadcasters that can 
result in more effective publicity for the handicapped." 


At head of title: Publicity guide and activities calendar for state and local 
committees on employment of the handicapped. 


le361 .P92he 1972 


Washington, U.S. Govt. 


1e361 .P920 


HEALTH MANPOWER 


11-106 1e438 .H34L5lc 
Lee, Essie E, 





Careers in the health field. New York, J. Messner, 1972. 191 pp. 


Occupational information on every type of health support position, including 


those involved with such activities as the maintenance and clerical operations of 
a hospital. 
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HOURS OF WORK 


11-107 

Flexible shifts are gaining. Government executive, vol. 5, no. 9, September 1973, 
p. 52. 

A brief review of the development of gliding time, pointing to instances in the 

U.S. where it is being tried. 

11+108 

» Harrison, Gordon 

Flexible hours system produces impressive results. Canadian personnel and induste 
rial relations journal, vol. 20, no. 4, September 1973, pp. 27-31. 


Flexible hours systems which emphasize individual management of time appear 
successful in many cases while compressed workweek schedules which emphasize in- 
creased leisure time have met with problems. Discusses implementation of a flex- 
ible hours system and its impact on motivation, management and production costs. 


11-109 Te488.9 -.To9a 
Iowa State University. Industrial Relations Center. 
An analysis of workers' attitudes toward the 4-day, 40-hour workweek, by Terry L, 


Dickinson and Jan P. Wijting. Ames, 1973. 16 pp. (Working paper no. 1973-05) 


ll#110 
McCorkel, Franklin M. 
The four-day work week: management scores a SUCCESS. 
vol. 34, no. 9, September 1973, pp. 63-64, 
The author, who is President of Aggregates Equipment Inc., 
success his company has had with the four-day workweek. 


Administrative management, 


reports on the 


lle111 
Picking your own work time. Nation's business, vol. 61, no. 9, September 1973, pp. 71- 
736 
Reports the satisfaction of several U.S. firms with the flexible working hours 
schedule. 


Ll-11 1e488 .P79f 1973 
Poor, Riva, ed. 
4 days, 40 hours and other forms of the rearranged workweek. New York, New American 


Library, 1973. 333 pp. 


Contents: Book 1, The original edition of 4 days, 40 hours; book 2, The new material 





for this edition. "The rearranged workweek 2 years later." 

The original edition consists of articles by various authors on planning and im- 
plementation of and experiences with the four-day workweek. The new material focuses 
on the effects of the new work schedule. 


Ll-113 
Scrapping the 9-to-5 routine: what some firms have found. U.S. news and world report, 
vol. 75, no. 8, August 20, 1973, pp. 64-66. 
Experimenters with the four-day workweek and flexible hours in private industry 
and local government report both benefits and problems. 


11114 1e488 .Se6m 
Sergean, Robert 
Managing shiftwork. London, Gower Press, 1971. 242 pp. 
Describes common shiftwork practices and the kinds of problems it presents for 
both the worker and the manager. 
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HUMAN RELATIONS 

lle1L5 

Coffin, Royce A. 
The negotiator; a manual for winners, New York, Amacom, 1973. 


book of maxims and cartoons that demonstrate how to be a successful negotiator 
in many kinds of human encounters. 


Te608 .C65n 


160 pp. 


1l-116 
Lynch, P. F. 
The dynamics of negotiating. Personnel administrator, vol. 18, no. 5, 
September-October 1973, pp. 48-52. 
Lynch examines the process of negotiation to show how it functions in the 
resolution of organizational conflict. 


7 


lle1l17 1e608 .Sa5h 
Sanford, Aubrey C. 
Human relations; theory and practice. Columbus, Ohio, C. E. Merrill, 1973. 464 pp. 


The author sees human relations as the process of developing an environment that 
will provide both for the motivation and satisfaction of employees and the achieve- 
ment of organizational objectives. He advocates “only the type human relations 
practice that has significant influences on managerial and organizational effective- 
ness." 


INCENTIVE AWARDS 
11-118 
Bailey, Paul M. 
Telling it like it is. Performance, vol. 3, no. 2, March-April 1973, 


2 pp. 34-35. 

Describes several criteria which can be used to evaluate suggestion system per- 
formance and mentions the National Association of Suggestion Systems Statistical 
Report as a source of data for comparing the performance of your system with 
others. 


ll-119 

Bair, Amby. 
Idea programs and management attitudes. Performance, vol. 2, no. 6, November- 
December 1972, pp. 32-35. 

Management attitudes toward suggestion programs vary, but the successful programs 
are those which are operated in a business-like manner just like any other depart- 
ment of the organization and are effective in reducing costs and building morale. 
Provides an outline for a business venture type suggestion program. 


1997 
Liei ZO 


Egbert, Wallace H. 


The evaluation. Performance, vol. 2, no. 6, November-December 1972, pp. 16-18, 


40-41, 

Egbert studied suggestion evaluation procedures and the evaluators in 375 
companies. In this article he presents the general findings and points out trends, 
weaknesses and strong points of present procedures. Recommendations for improve- 
ments are included. 

11-121 

Egbert, Wallace H. 
Planning your publicity and promotion. Performance, vol. 3, no. 3, May-June 1973, 
pp. 40-41. 


Aspects of suggestion system publicity and promotion are discussed under the fol- 
lowing headings: needs for publicity, types of promotion and publicity, scheduling 
of publicity and promotional events and budget. 

11-122 

Parmakian, James, 
Representing today's suggester. Performance, vol. 2, no. 6, November-December 
1972, pp. 26=27. 

Offers the suggestion system investigator advice on how to interview suggesters 
So that the investigator fully understands the suggestion and can properly present 
it to those who may be contacted during the investigation. 
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INCENTIVE AWARDS (Cont'd) 





11-123 

Roberson, W. B. 
Awards...how much is enough? Performance, vol. 3, no. 4, July-August 1973, pp. 25, 
29. 


The author's analysis of the National Association of Suggestion Systems Statisti- 
cal Report “indicates that higher participation rates accompany higher percents of 
savings; but the curve indicates a trend of diminishing returns." Based on his ow 
experience, Roberson suggests that a successful suggestion system can be operated 
on a reduced scale of awards. 


11#124 
Tatter, Milton A. 
Activity versus accomplishment. Performance, vol. 3, no. 3, May-June 1973, pp. 18. 
21. 
Tatter describes a management by objectives approach to suggestion system program 
administration. 


11-125 
Welch, E. L. 
A progressive partnership. Performance, vol. 3, no. 2, March-April 1973, pp. 14.17, 
Suggestions from the value engineering group of E-Systems, Inc., Greenville 
Division, often result in savings to customers but not to the company. The author 
explains how the suggestion system committee and VE group worked together to design 
a program to encourage VE ideas and reward employees. 


INDUSTRIAL RELATIONS 
11-126 
Lasagna, John B. 
MeL II: human growth vs. human comfort. Personnel journal, vol. 52, no. 9, 
September 1973, pp. 774-780. 
By M-L IL, the author signifies what he calls the second major confrontation 





between labor and management. Coming within the next decade, the struggle will be 
over the concern for human growth, as opposed to human comfort which was the focus 
of MeL I. Lasagna makes a plea for attending to this new dimension now. 


110127 HD5481 .N2ip 1972 

National Academy of Arbitrators. 
Proceedings of the twenty-fifth annual meeting, Boston, Mass., April 4-7, 1972, 
ed. by Barbara D. Dennis and Gerald G, Somers. Washington, Bureau of National 
Affairs, 1973. 466 pp. 

Includes 25-year author and subject indexes-to the Academy's proceedings. 

Descriptive title: Labor arbitration at the quarter-century mark. 


INSURANCE, HEALTH 
11-128 1e569.9 .MSé 
Michigan. University. School of Public Health. 
Health insurance effects; services, expenditures, and attitudes under three types 
of plan, by Milton I. Roemer and others. Ann Arbor, Mich., 1972. 70 pp. 
(Bureau of Public Health Economics, research series no, 16) 
The preliminary report of a study of the effects of three major types of 
health insurance organization on representative samples of subscribers in southern 
California. 
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INTERGOVERNMENTAL RELATIONS 








11-129 Iell.5 .Un35su 1973 (June) 
U.S. Civil Service Commission. 
Summary of selected IPA products. Prepared by Bureau of Intergovernmental Personnel 
Programs, Office of Program Management, Personnel Management Information Service. 
Washington, 1973. 29 pp. (BIPP 152-29) 
Provides a brief description of reports and publications resulting from personnel 
management activities funded by the Intergovernmental Personnel Act of 1970. 


INTERNSHIP 
11-130 1e422 .Cal2g 
California. Advisory Coordinating Council on Public Personnel Management, 
Guidelines and standards: California state public service internship program, 
Sacramento, 1973. 6 pp. 
Explains the objectives of the program, the types of internships available and the 


responsibilities of the parties involved: the academic institution, the governmental 
unit and the intern. 


11-131 
Honan, Joseph C, 
Evaluating internships using latent partition analysis. Public service internship 
news (National Center for Public Service Internship Programs), September-October 
1973, pp. 5-8. 
Explains how to use this evaluative technique. 


1l<132 1e422 .L58n 

Lewchuk, Ross C., ed. 
National register of internships and experiential education. Washington, Acropolis, 
1973. 175 pp. 

"This book endeavors to summarize the present state of development of academic 

and professional internships, experiential education, and off-campus study in the 
United States." Sections of the book are devoted to describing state and metropoli- 
tan area referral centers and program resource organizations and listing literature 
on various types of programs and individuals and institutions that are either 
operating programs or interested in developments in this field. 


Lle133 1e422.5 .M95g 
Murphy , Thomas P. 
Government management internships and executive development; education for change. 
Lexington, Mass., Lexington Books, 1973. 281 pp. 

"This book treats some of the academic questions involved in internships, pre- 
sents the view of a student as to the opportunities and pitfalls of an internship 
experience," and then describes specific internship programs at the Federal, state 
and local levels of government. 


11-134 1e422 .RS51L 
Ritterbush, Philip C., ed. 
Let the entire community become our university. Washington, Acropolis, 1972. 
227 pp. 

A book of readings on off-campus study and internship programs. Those dealing 
specifically with programs in the public service include: Public service internships-- 
an institutional design, by Robert L. Sigmon; An internship in city planning: a student 
reports, by Steven K. Sarau; University year for ACTION, by Robert Kohls; Internships 

in the government setting, by Stephen J. Trachtenberg; the National Center for 
Public Service Internships, by Robert F. Sexton. 








INTERVIEWING 


11+135 
Schuh, Allen J. 


Effects of training on leniency, variability, and the halo effect in interviewer 
ratings. Washington, American Psychological Association, Journal Supplement Ab- 
stract Service, 1973. 18 pp. (Selected documents in psychology, no. 314) 

The results of this study “indicated that training diminished the halo effect, 
and produced higher test scores for both methods /ilive lecture 
recordings/ but did not effect the employment decision, 
variability of ratings." 


1e286.9 .Sch7e 


and video tape 
leniency of rating, nor 


JOB ENLARGEMENT 
EIEN 
ll ~136 


/Job enrichment/, Supervisory management, vol. 18, 

Two articles on job enrichment, 

John F, Robinson, describes two e 
Imperial Chemical Industries and 
disadvantages of job enrichment. 

it work," by Louise A, McNulty 


no. 9, September 1973, pp. 2-15, 
The first, "Job enrichment: what it is," by 

arly experiments in job enrichment at AT&T 
answers several questions about the adv 
The second article, 
reports on the 


and 
antages and 
"Job enrichment: how to make 


; success of job enrichment at Chase 
Manhattan Bank and Suggests steps to follow in implementing a job enrichment program 
11-137 
Yorks, Lyle. 
Key elements in implementing job enrichment. Personnel, vol. 50, no. 5. September. 
October 1973, pp. 45-52. 
Discusses two key elements in the successful implementation of job enrichment 
programs--the functioning of 


the job enrichment Specialist as a 
a teacher of enrichment principles and the 
departmental key man who coordinates the 


consultant rather 
selection of an appropriat 


ité 


than as 


program in the client department. 


JOB SATISFACTION 





[e543 .G13h 


11-138 
1l George H. ts 3 oa " 
ye ramet is the American work ethic changing? nep., The Author, 1973 pp 


i i i 2 hanges in 
Reports on a nationwide Gallup survey which investigated pg ee ae ne 
j b satisfaction the degree of satisfaction or dissatisfaction, 4 owe im 
) ‘ i i t = c ( i i 
a satisfaction/dissatisfaction, and the relationship between satisfac 
roductivity. ; ; To Bs — 
' <e at National Conference on the Changing Work Ethic, New York, 
-1 -} c s 
1973. 
11-139 
Keene, Don F. rf . nie 
Mant s inherent rebellion against God and satisfaction. Personnel admi t 
' 5 - ber 1973, pp. 33-36. 
vol. 18, no. 5, September-Octo > PP 5 dei eal 
Applications of different theories of job satisfaction have ae es 7 
dissatisfaction The author concludes from an quemtoesian: 8). a ied 
: i é i i reclu 2ACe y 
‘ i 2 t rebellion against God, which p 7 
Testaments that "Man has inheren ga pers oo re 
satisfaction, and happiness on a sustained basis on the job, or in lif g 


S/I 

11-140 

Putney, Michael. C 
Work and enjoy it, inc. National observer, vol. 12, no. 11, March 17, 1973, pp. 1; 
16. 


Describes efforts of several firms to improve the quality of working life by 
providing more satisfying jobs. Examples of job enrichment, bigger 
participative management programs are taken from the Department of Health, ucatior 
‘and Welfare study, Work in America, 
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JOB SATISFACTION (Cont'd) 


11-141 

Taylor, James C, 
The quality of working life: an annotated bibliography. Los Angeles, University of 
California, Center for Organizational Studies, n.d. 8037 pp. 

Lists published and unpublished English language materials which report research 

on at least one of eleven variables selected to represent elements in the quality 
of working life: alienation, health and safety, economic security, self-esteem, self- 
actualization, work environment, control and influence, organizational enclosure, 


career aspirations, extra-work activities and home and family. 
period 1957-1972. 


1e543.9 .T2lq 


Includes material for 


11-142 
Reconstructing the social order and the world of work. 
no. 2, Special issue, August 1972, entire issue. 

Several of the papers in this issue examine the current working conditions of the 
American worker and the role of management and labor in restructuring the social 
environment of work. 

Partial contents: The encyclicals and the condition of the worker, by Walter A, 
Maggiolo; The future of work, by J. D. Hodgson; The condition of the American worker 
1971, by Edward Swayduck; Corporate response to reconstructing the social order, by 
Virgil B. Day; Business and social responsibility, by Archie K, Davis; Future aspects 
of the corporate response to reconstructing the social order, by Donald H. McGannon; 
Business and social reconstruction, by Morrell Heald, 


Review of social economy, vol. 30, 


LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) 
11-143 
Bureau of National Affairs, Inc. 

Labor relations yearbook, 1972; chronology of events, collective bargaining, 


labor relations conferences, labor organizations, role of Federal government, 
economic data. Washington, 1973. 380 pp. 

Selected contents: Gains in Federal employee productivity, NLRB chairman on 
administrative law judges; Realities of labor relations in the government service; 
Federal employees in exclusive units; Discrimination in state and local jobs. 


1l=144 





HD6508 .B89f 1972 


Exploring alternatives to the strike. Monthly labor review, vol. 96, no. 9, September 
1973, pp. 33-66. 

Examines possible alternatives to the strike in both the public and private sec- 
tors. Some of the techniques mentioned include factfinding with binding recommenda- 
tions, mediation, compulsory arbitration, best-offer selection and a combination of 
mediation and arbitration. The articles are based on papers presented to the fifth 
annual Collective Bargaining Forum of the Institute of Collective Bargaining and 
Group Relations, June 7-8, 1973, in San Francisco. 


11=145 


PR 1e621.9 .G13c 
Galvin, Miles E, 


Collective bargaining in the public sector in Puerto Rico. Ann Arbor, Mich., 
University Microfilms, 1973. 622 pp. 

A brief description of the dynamics of Puerto Rican society is followed by an 
extensive analysis of the development of the move for collective bargaining. "The 
central conclusion is that resistance by a democratic government to extension of 
industrial democracy to its own employees is resulting in social disruption of a 
magnitude which appears to potentially outweigh the temporary developmental advan- 
tages accruing from imposed austerity." 


Doctoral dissertation, University of Wisconsin, 1972. Abstracted in Dissertation 
Abstracts International, vol. 33, no. 10, April 1973, p. 5857-A. 
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LABOR -MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 





11#146 

Goldenberg, Shirley B. HD6508 .G56p 
Professional workers and collective bargaining; an analysis of the problems which 
professional workers and their employers face when they adopt a collective bargaining 
relationship. Ottawa, Canada, Queen's Printer, 1970. 298 pp. (Task Force on 
Labour Relations, study no. 2) 

A report of a research study conducted during 1967-68. Covered professional 

employees in the Canadian civil service as well as those in private organizations, 


Ll=147 
Hustad, Fred. 
Use and abuse of ground rules in labor negotiations. JAG law review, vol. 15, 
no. 1, September 1973, pp. 102-109. 
Attempts to establish effective ground rules for use in bargaining between the 


Federal government and unions, based on experience developed in private industry. 


11-148 [e621 .Llls No. 12 
Labor-Management Relations Service, 
An alternative; meet and confer--the experience in Santa Clara County, California, 
Washington, 1972. 12 pp. (Strengthening local government through better labor 
relations no, 12) 
California's Meyers-Milias-Brown Act requires employer and employee 
organization representatives to "meet and confer in good faith" rather than 
authorizing collective bargaining. 


L1-149 le621 .Lilr 
Labor-Management Relations Service. 
The role of politics in local labor relations; does political action influence labor 
agreements? A special report based on a survey of 78 U.S. cities. Washington, 1973, 
32 pp. 
Excerpted from "Project: collective bargaining and politics in public employment," 
UCLA Law Review, vol. 19, no. 6, August 1972, which was annotated in Personnel Litera. 
ture, vol. 32, no. 9, September 1973, item no. 9-125. 








le621 .Or3r 


1l1e150 


Oregon. Public Employe Relations Board. 


Rules of.... n.p., 1972. lL We 
Ll#151 Ie621 .Se4p 
Seidman, Joel. 
Public sector collective bargaining and the administrative process. Honolulu, 
University of Hawaii, Industrial Relations Center, 1972. 17 pp. 


Examines the effects of collective bargaining on agency administration and 
on personnel functions. Most of the examples are drawn from the experiences of 


state and local governments. saat 
Based on a talk to the Hawaii State Conference of Civil Service Commissioners 


and Personnel Directors, June 29, 1972. 


112152 Te621 .St5Spe 
Stieber, Jack. 
Public employee unionism: structure, growth, policy. Washington, Brookings 


Institution, 1973. 256 pp. 

"This study examines the various types of unions and employee associations in 
government and shows how their structures, growth patterns, and policies have 
influenced and will continue to influence collective bargaining in state and local 


government." The study excludes school instructional personnel and transit em- 
ployees. 
11-153 Ie623 .Un35c 


U.S. Civil Service Commission, 
Collective bargaining in the Federal sector; where we are; where we may be going; 
implications for managers. Prepared by Bureau of Training, Labor Relations 
Training Center. Rev. ed. Washington, U.S. Govt. Print. Off., 1973. 22 PP» 
(CST-26 9403) 

Available from U.S. Government Printing Office. 
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LABOReMANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 





11e154 1e531 .Un35s 
U.S. Civil Service Commission. 


The supervisor's guide to labor relatims in the Federal government, 5th ed. 
Prepared by Bureau of Training, Labor Relations Training Center. Washington, 
1972. 24 pp. (CST 26-9404 (8-72)) 
A guide to assist the supervisor in understanding his responsibilities in 
Federal labor relations. Discusses contract negotiations, contract language, 
negotiated grievance procedures, arbitration, strikes and other job actions. 
Available from U.S. Government Printing Office. 
116155 1e623 .Un655q 
U.S. Labor-Management Services Administration. 
Questions and answers on role of Assistant Secretary of Labor for labor- 
management relations under Executive Order 11491, as amended. Washington, 
U.S. Govt. Print. Off., 1973. 36 pp. (FLMR 74-1 (7/73)) 
Answers a variety of questions related to Federal labor-management relations 
policies. 
11-156 
Word, William R. 
Toward more negotiations in the public sector. Public personnel management, vol. 2, 
no. 5, September-October 1973, pp. 345-350. 
Two methods of resolving bargaining impasses in the public sector are assessed-- 
a combination of mediation and fact finding and final offer selection. 


LABOR TURNOVER 

lle157 Tech, Rpts. 

California. University. Graduate School of Administration. 
Organizational commitment and managerial turnover; a longitudinal study, by Lyman W, 
Porter, William J, Crampon, and Frank J. Smith. Springfield, Va., National Techni- 
cal Information Service, 1972. 26 pp. (AD-751+082) 

"The study investigates the relationship between organizational commitment and 

turnover among management trainees." 


112158 Tech. Rpts. 
California. University. Graduate School of Administration. 
Organizational work and personal factors in turnover and absenteeism, by 
Lyman W. Porter and Richard M, Steers. Springfield, Va., National Technical 
Information Service, 1972. 90 pp. (AD-751-672) 
"The paper summarizes...the research carried out over the last fifteen years 
on factors related both to turnover and absenteeism." 


11-159 
Karp, H. B. and Jack W. Nickson, Jr. 
Motivator-hygiene deprivation as a predictor of job turnover. Personnel psychology, 


vol. 26, no. 3, Autumn 1973, pp. 377-384. 


The author's research appears to substantiate the efficacy of using motivator- 
hygiene deprivation as measures to predict turnover. 


11-160 

van der Merwe, R. and Sylvia Miller. 
Near-terminal labour turnover; an analysis of a crisis situation. Human relations 
(Gt. Brit.), vol. 26, no. 4, August 1973, pp. 415-432. 

"The present study has been used to illustrate analysis of labour turnover by 
measures which focus attention on the length of service variable." The analysis 
shows the multidimensionality of the turnover process, and the authors suggest 
that, because of this, simplified turnover control schemes are not likely to be 
successful, The study setting was a factory in South Africa, 








LEADERSHIP 
11-161 
Quartly, Christopher J. 


Upgrade your leadership skills in a volunteer organization. Personnel journal, 
vol. 52, no. 9, September 1973, pp. 811-814, 836. 
Makes the point that involvement in volunteer organizations provides the manager 
with an opportunity to improve his leadership and human relations skills. 
L1+«162 
Templer, Andrew J. 

solf . tweed ; ot] ; ; ; 

Self-perceived and others-perceived leadership style using the leader behavior 

je ipti questior ire . peeten! ' 
description questionnaire. Personnel psychology, vol. 26, no. 3, Autumn 1973. 
pp. 359-367. 

un 2 . c rT = + . 

_ "The results of this study have cast some doubt on the adequacy of the LBDQ 
/Leader Behavior Description Questionnaire/ as a measure of leadership style, but 
have also raised a number of important issues with regard to managerial assessment .' 
[The conclusions of this study are based on data obtained from self-ratings and 
Supervisoreratings of 49 middle managers on the LBDOQ, 


11-163 

Tosi, Henry L. 
The effect of the interaction of leader behavior and subordinate authoritarianism, 
Personnel psychology, vol. 26, no. 3, Autumn 1973, pp. 339-350. 

This research investigated one aspect of leader behavior, tolerance for freedom, 
and a personality characteristic of subordinates, authoritarianism, in order to 
determine the relationship of these factors to the job attitudes and performance 
of the subordinates. The findings indicate a relationship between the two factors 
and the subordinate's attitudes, but not his performance, Data were collected 
from 488 managers of consumer loan offices and their supervisors, 


11-164 1d34 .V42d 
Vardaman, George T. 
Dynamics of managerial leadership. Philadelphia, Auerbach, 1973. 151 pp. 

Offers guidelines for the practicing or would-be manager, focusing on his re- 
sponsibilities as a problem-solver. Explains authoritative, persuasive, and co- 
ordinative leadership styles and relates them to production, human and mediativ« 
orientations. Each chapter concludes with summary reference tables. Case studies 
are included. 


_LEAVE 
11-165 Ie507 .C76p 
Conference Board, Inc. 
Policies on leave for political action in Canada, by William H. Terry. New York, 1973, 
24 pp. (Canadian studies: No. 31) 
Summarizes the responses of 124 Canadian companies to a survey of policies and 
practices on employee leave of absence or time off for political activities or to run 
for political office. Includes three examples of policy statements. 
11-166 Tech. Rpts. 
Evers, Irving C. 
A talk on sex discrimination. Bethesda, Md., Leasco Information Products, 1972. 
18 pp. (Ed-067-772) 
Discusses sex discrimination cases which involved maternity leaves for tenured 
and untenured teachers and other public employees. 
Speech given before New Jersey School Boards Association School Law Forum in 
conjunction with New Jersey Association of School Attorneys and NOLPE, Atlantic 
City, N.J., October 19, 1972. 


MANAGEMENT 


11-167 S/I1 
Buser, F. W. 
Management by objectives; pitfalls and observations. Management services bulletin 


(Canada Department of Agriculture), no. 10, October 1971, 6 pp. 
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MANAGEMENT (Cont'd) 
11-168 é Id22 .C76c 
Conference Board, Inc. 


Challenge to leadership; managing in a changing world. New York, Free Press, 1973. 
372 pp. 


Statements are made by a variety of contributors on possible developments in manage- 


ment during the next 20 years. The papers are a result of a study commissioned 
by the Conference Board's Senior Executives Council. "The objectives were to de- 
termine the more important characteristics of the managerial context of the Post- 
Industrial era; the character of top management likely to be required in our major 
institutions; the ways in which top management is likely to inter-relate; and the 
steps necessary to confront the challenges and maximize the opportunities for 
management during the final years of this century." 


11-169 1d201 .D56r 
Diebold Group, Inc. 


Rethinking the practice of management; the impact of data processing, management 


information systems, and communications, New York, Praeger, 1973. 324 pp. 
A compilation of papers presented at meetings of the Diebold Research Program 
on the basic theme of the impact of technology on management. The original papers 


have been updated where necessary. 

Partial contents: The art of managing change, by Peter G. Peterson; Personnel 
and organizational changes in the decade ahead, by Peter F. Drucker; Managerial 
personnel considerations, by Richard M. Cyert; The problems of reliability, privacy, 
and security in data banks, by Roy Louren; Evaluation of programmers, by Paul S., 
Herwitz; and The computer, data banks, and privacy, by Carl Kaysen /including 
Federal data systems/, 


11-170 Id22 .D92ma 
Dunn, J. D., Elvis Stephens and J. Roland Kelley. 


Management essentials. New York, McGraw-Hill, 1973. 2v. 

Contents: Vol. i, Resource; vol. 2, Practicum. 

A class-tested instructional system designed for beginning college-level courses 
in management. The Resource volume contains management principles and organization 
theory and is correlated with the Practicum which contains problems and cases calling 
for the application of relevant management principles. Specific attention is given 
to the areas of employee productivity, employee satisfaction and organizational eff 
tiveness. 

1d22 .H19c 


11-171 
Haner, F. T. and James C. Ford. 
Contemporary management. Columbus, Ohio, C. E. Merrill, 1973. 420 pp. 
& management text emphasizing the quantitative methods used in decision making, 


planning, organizing and control. 
11-172 
a 1433 .H36n 
Heller, Robert. 

The naked manager. London, Barrie & .jenkins, 1972. 246 pp. 


Heller explains what he considers to be the fallacies of management theory and 
managerial behavior. 


11-173 Ref. Idl12 .H5le 1973 
Heyel, Carl, ed. 
The encyclopedia of management. 2d ed. New York, Van Nostrand Reinhold, 1973. 
1161 pp. 


An A-Z encyclopedia offering information "on all arts, sciences, and techniques 
that impinge directly upon the executive job...." Entries are followed by lists of 
references and are signed by the contributors. There is a core-reading guide in 
the front of the volume and appendices at the end listing associations, societies, 
publishers, periodicals, and universities and colleges offering programs in business 
administration. 


Appendix: Sources of information, p. 1133-1152. 








MANAGEMENT (Cont'd) 
11=174 
Humble, John W, 


Id22 .H88h 


How to manage by objectives. New York, AMACOM, 1973. 


; 150 pp. 
1 review of the methods 


and problems of managing by objectives. 
Ll=175 


Jamieson, Bruce D, 


Behaviors -ms wit j 
avioral problems with management by objectives, Academy of Management journal 
vol. 16, no. 3, September 1973, pp. 496-505. ae 
Ll-176 
Lasher, Harry J. 


Relationship of human performance to management by objectives. Performance, vol 
no. 4, July-August 1973, pp. 14-17. 


After a review of the operation of an MBU system, concludes that "Management by 


DY 


Objectives is related to improving human performance in a positive manner." 


MANPOWER PLANNING 


11<177 
Cannon, James A, 
Introducing manpower plans: problems and some possible strategies. Personnel 


review (Gt. Brit.), vol. 2, no. 3, Summer 1973, pp. 28-36. 

Cannon is concerned with ways manpower planners and advisors can effectively 
sell their services to line managers. He points out the need for adequate tactics 
for implementing plans, possible resistance to change that may arise and offers 
a checklist of items culled from the literature that seem to be a part of success- 
ful plans. 


11-178 
Cullingford, Graham and David Scott, 
Optimality and manpower planning. Personnel review (Gt. Brit.), vol.2, no. 3, 


Summer 1973, pp. 38-48. 

‘This paper seeks to develop a planning method dealing with people in large 
homogeneous groups while obeying the overall constraints required to make the 
outcome acceptable on an individual basis." It provides further discussion of 
objectives of manpower planning and of costing and evaluating policies and provides 
a set of computer programs to be used to optimize the proposed policies. 


Lawrence, John, 


Manpower and personnel models in Britain. Personnel review (Gt. Brit.), vol. 2, 
no. 3, Summer 1973, pp. 4-22, 24-26, 

Presents models for manpower planning within the organization but also includes 
information on planning at the national, regional and industry level in Great 
Britain. Attention is given to developments in the British civil service as well 
as in private industry, 


Ll-180 Tech. Rpts. 
Minnesota. University. Industrial Relations Center. 
The use of the Delphi procedures in manpower forecasting, by George T. Milkovich, 
Anthony J. Annoni and Thomas A, Mahoney. Springfield, Va., National Technical 
Information Service, 1972. 18 pp. (AD-747-651) 
In this case study of a large national retail organization, the authors inves- 
tigate the usefulness of the Delphi procedure in 
[The procedure's accuracy 


projecting manpower requirements. 


is compared to conventional regression models. 













































MANPOWER PLANNING (Cont'd) 
11-181 1d228 .Wl5e 

Walker, James W. 

Evaluating the practical. effectiveness of human resource planning applications; a 
paper presented at the International Meeting, Institute of Management Sciences, 
June 24-29, 1973 Tel Aviv, Israel. New York, Towers, Perrin, Forster & Crosby, 
1973. 20 pp. 

"Little consideration has been given to the development of a broad, systematic 
evaluation scheme that would permit the assessment of the needs for human resource 
planning in an organization, the appropriateness of the consistency among present 
applications, and the identification of steps and priorities for improved human 
resource planning. In this paper, this literature and current human resource 
planning practices are briefly reviewed." 


MEDICAL CARE 
nevivaAL 
11-182 
Quigley, John L. and Arthur N. Papas. 
A therapy program for hospital employees. Hospitals, vol. 47, no. 18, September 16, 


1973, pp. 60-63. 

Briefly explains the program developed at Lawrence F. Quigley Memorial Hospital 
for the identification and treatment of alcoholic employees. Reprints the super- 
visor's guide for handling alcoholic employees. 


MIDDLE MANAGEMENT 


11-183 

Berger, Philip K. and John M. Ivancevich- 
Birth order and managerial achievement. Academy of Management journal, vol. 16, 
no. 3, September 1973, pp. 515-519. 

This research tested "the generalizability of the relationship between birt! 
order and achievement /measured by average rate of earnings progression/ in a sampl« 
of middle managers." The findings were consistent with other evidence favoring the 
success of the oldest child and only child, but were not consistent with other re- 
search on the achievement rank of other birth order groups. 


11-184 

Criss, James C. 
The out-of-date employee in an up-to-date world. Journal of systems management, 
vol. 24, no. 10, October 1973, pp. 37-41. 

Reviews the causes and consequences of professional and job obsolescence, 
particularly at the supervisor and middle management levels. Different approaches 
to corrective action are discussed. 

11-185 

Mills, John K., Jr. 
The role of middle management. Performance, vol. 3, no. 3, May-June 1973, pp. 38- 
39. 

"...Your job in middle management is extracting from others the best possible 
performance." Discusses several factors which directly affect performance--training, 
pay and benefits, work environment, opportunity for personal improvement and communi- 
cations. 


MOTIVATION 
112186 


Behling, Orlando and Frederick A. Starke. 
The postulates of expectancy theory. Academy of Management journal, vol. 16 
no. 3, September 1973, pp. 373-388. 

Because expectancy theory dominates current thinking about work motivation, the 
authors examine the basic postulates of the theory and cite research evidence 
“which indicates that these assumptions are not defensible," 


> 








MOTIVATION (Cont'd) 
11#187 


Cooper, Robert. 
Task characteristics and intrinsic motivation. Human relations (Gt. Brit.), vol. 26, 
no. 3, 1973, pp. 387-413. 
On the basis of existing research on task characteristics, the author has developed 
a framework for studying characteristics which arouse and/or satisfy intrinsic moti- 


vations. "The framework isolates four intrinsic dimensions of tasks: Physical 
Variety, Skill Variety, Goal Structure and Transformations...." 

11+188 

French, Earl B. and others. 
Herzberg's two factor theory: consistency versus method dependency. Personnel 


psychology, vol. 26, no. 3, Autumn 1973, pp. 369-375. 
A major criticism of Herzberg's findings which form the basis for his motivator- 
hygiene theory is that the results are method dependent. This study utilized 
two different data collection methods in a replication of Herzberg's research to 
show that the results are similar when the method is varied. 
L1#189 1e543 .G28e 
General Electric Company. 
The effects of organizational climate on performance. Prepared by Personnel 
Research Staff. New York, 1969. 3 vv. in ft. 
Bound with: The effects of employee involvement on work performance; Motivating 
the hourly employee. 
Three reports of research on factors affecting employee motivation. The 
studies examined the effects of organizational climate and of job design factors, 
particularly the use of job enlargement. 


Ll#190 
Hancock, Donald E, : 
Employee motivation can be a quality control tool. Performance, vol. 3, no. 2, 
March-April 1973, pp. 28-31. 
Hancock reviews the motivational principles developed by Maslow and Herzberg 
and suggests how they can be used in efforts to improve quality control. 


Ll#191 1e543 .H26w 
Harvard Business Review (Periodical). 

Motivation series; reprints from .... nepe, 1970. 139 pp. 
Ll#192 1e543 -M13h 


McClelland, David C. and Robert S. Steele. 
Human motivation; a book of readings. Morristown, N.J., General Learning Press, 
1973. 510 pp. 

11-193 

McLaughlin, Gerald W. and Richard P. Butler. 
Perceived importance of various job characteristics by West Point graduates. 
Personnel psychology, vol. 26, no. 3, Autumn 1973, pp. 351-358. 

The purposes of this investigation were to determine the relative importance of 

various job characteristics to a specialized group of Army officers and to see if 
the need structure as posited by Maslow exists among military officers. 


11-194 BF30 .An7a 1973 vol. 24 
Miner, John B. and H. Peter Dachler. 

Personnel attitudes and motivation, in Annual review of psychology, vol. 24, 

ed. by Paul H. Mussen and Mark R. Rosenzweig. Palo Alto, Calif., Annual Reviews, 


1973, pp. 379-402, 

A&‘review of motivation and job satisfaction research covering material published 
since the last review of this topic in volume 21 of the Annual Review of Psychology. 
Bibliography. 
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1le195 


| Reif, William E., Robert M. Monczka, and John W. Newstrom. 

s Perceptions of the formal and the informal organizations: objective measurement 
through the semantic differential technique. Academy of Management journal, vol. 16, 

a no. 3, September 1973, pp. 389-403. 


This study tested the assumption "that the informal organization plays 4 more 
important role than the formal organization in determining motivational climate and 
hence organizational effectiveness." It was found that participants perceived the 
formal organization as significantly stronger and more influential. 

11#196 

Sirny, Rudolf F. 
Achieving results in supervision--through motivation. Supervision, vol. 35, no. 9, 
September 1973, pp. 13-14, 

Reviews some of the major developments in the area of motivation theory including 
the work of Maslow and Herzberg, and more recently the process of transactional 


analysis. 


OCCUPATIONS AND OCCUPATIONAL CHOICE 





11-197 1e436.9 .Ed8p Final Rpt. 
Educational Testing Service. 
Occupational licensing and public policy, by Benjamin Shimberg, Barbara F. Esser, and 
Daniel H. Kruger. Springfield, Va., National Technical Information Service, 1972. 
433 pp. (PB-213-055) 
This study investigated "the impact of licensing practices on the availability 
and mobility of nonprofessional manpower in occupations where skill shortages existed." 
It focused on occupations in health, construction, transportation and services. One 
concern of the study was the possible impact of licensing on efforts of minority 
groups and disadvantaged persons to enter these occupations. 


11-198 1e436.9 .F77o 1971 
Forrester, Gertrude. 
Occupational literature; an annotated bibliography. 1971 ed. New York, H. W. 


Wilson, 1971. 619 pp. 

Over 6000 references on specific occupations, apprenticeship, job seeking, career 
planning, counseling services, scholarships, educational institutions, etc. In- 
cludes a directory of publishers and distributors. 





11+199 
Morse, John J. and Darroch F. Young. 
Personality development and task choices: a systems view. Human relations (Gt. Brit.), 


vol. 26, no. 3, 1973, pp. 307-324. 

"The study supports thinking about the interdependence of early personality 
development and subsequent work choices, suggesting that individuals select tasks 
where the required behavior is suited to basic tendencies emerging from the psycho- 


sexual process of personality formation." Data were collected from 235 professionals 
and managers in 8 organizations. 
11-200 
Stevenson, Gloria. 
’ The paraprofessions. Occupational outlook quarterly, vol. 17, no. 3, Fall 1973, 
i pp. 2-9, 


Generally reviews the recent development of paraprofessional occupations and gives 
examples of different types of paraprofessional jobs. 





11-201 1e438.5 .W58p 
Whiteley, John M. and Arthur Resnikoff, eds. 
Perspectives on vocational development. Washington, American Personnel and Guidance 
" Association, 1972, 251 pp. 
Vocational development theory relates "vocational choice to the broader aspects 
of human behavior." The book describes vocational development theory, the course it 


is likely to take over the next 20 years, and special applications, all from the 
point of view of the counselor. The other major contributors are David V. Tiedeman, 
Anne Roe, Donald E. Super and John L. Holland. 





OLDER WORKER 





11-202 7” 
/The Age Discrimination in Employment Act/. Industrial gerontology, no. 18, Summer 
1973, entire issue. 

"This issue ... presents two articles dealing exclusively with 'The Age Discrimi- 
nation in Employment Act of 1967' (ADEA)." The first one summarizes the proceedings 
of a management seminar entitled "The Age Discrimination in Employment Act, 
sponsored by the National Council on the Aging in Washington, D. C., February 6-7, 
1973. "The second article, ‘Age Discrimination Law: Rights and Responsibilities of 
Employers and Individuals' by Patrick G. Clelland, traces the judicial history of the 
ADEA and offers specific guidelines to assist employers in meeting their complex 
responsibilities with respect to this legislation." 

In the Special Notes section the editors present a "Summary of provisions under 
state laws on age discrimination in employment." 

L1#203 

Foegen, J. H. 

Time to be honest--with older employees. Public personnel management, vol. 2, 
no. 5, September-October 1973, pp. 320-326. 

"In the interests of greater productivity, less discrimination, more participa- 
tion and individuality, and, perhaps most important, basic honesty and consistency 
of behavior," Foegen suggests that employers eliminate mandatory retirement at any 
ipe. 

ORGANIZATIONS 

11-20 

Child, John. 
Parkinson's progress: accounting for the number of specialists in organizations. 
Administrative science quarterly, vol. 18, no. 3, September 1973, pp. 328-348. 

Parkinson's Law suggests that as time goes on employment in an organization's 
supportive component increases at a greater rate than the amount of direct work and 
the number of direct employees. This research attempted to identify some of the cire 
cumstantial factors which explain the size of the personnel investment in a particular 
type of supportive function. 


11-205 1d72.9 .H5lce 
Heydebrand, Wolf V., ed. 
Comparative organizations; the results of empirical research. Englewood Cliffs, 
N.J., Prentice-Hall, 1973. 571 pp. 

"The book is ... intended as a contribution to the substantive knowledge about 
organizations, to the methodology of organizational analysis, and to the advancement 
of organizational theory." Twenty-four variables, e.g., organizational age, 
diversity of objectives, functional specialization, hierarchical levels, etc. are 
grouped into four basic clusters in which a collection of thirty readings are 
organized. The organizations to which the articles refer include business, professional, 
voluntary and government groups. 


11-206 Id72 .L480 

Leavitt, Harold, William R. Dill and Henry B. Eyring. 
The organizational world. New York, H. B. Jovanovich, 1973. 335 pp. 

A book about the ways and whys of organizations in the contemporary world. 

Partial contents: People in organizations; Work and motivation; Groups and the 


manager; The organization and its environment. 


1d72 .M56m 


11<207 
Mescon, Michael H. and others. 
The management of enterprise. New York, Macmillan, 1973. 245 pp. 


A book about management, managers, and the managerial environment, that presents 
material which has been successfully used for executive training and development. 
Separate sections consider organizational structure and conflict, leadership and 
management, human relations, and improving the organization. 
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ORGANIZATIONS (Cont'd) 


11-208 1d72.9 .M960 
Murray, John V. and Thomas J. Von der Embse. 
Organizational behavior; critical incidents and analysis. Columbus, Ohio, C. E, 


Merrill, 1973. 305 pp. 

Rather than using the incident approach as a tool for problem solving, as has 
been done traditionally, this text suggests an approach whereby it is used "(1) 
as an instrument for facilitating the application of abstract concepts and theories 
in organizational behavior, and (2) for identifying the behavioral aspects of 
critical situations and determining what additional knowledge would be needed to 


make a decision ... in real life." Sample incidents are presented and analyzed. 
11-209 
Ross, Joel E. and Robert G. Murdick. 

People, productivity, and organizational structure. Personnel, vol. 50, no. 5, 


September-October 1973, pp. 8-18. 

Reviews some of the major concepts of organization structure and suggests that 
organization structure is a major source of increasing productivity which has been 
overlooked or underemphasized. 


11-210 Id22 .Sw7d 
Swope, George S. 
Dissent; the dynamic of democracy. New York, AMACOM, 1972. 247 pp. 

An analysis of dissent within the organization in contemporary society and the 
institutional and communications problems that are at its core.. Consideration is 
given to the leadership qualifications needed by those dealing with dissent and to 
ways to use authority and conciliatory techniques. 


OVERSEAS PERSONNEL 
1le211 Iell.1 .Un45p 1973 
U.S. Department of State. 
The personnel officer handbook for overseas posts of the Department of State. 
Washington, 1973. 113 pp. ' 
Explains the responsibilities of personnel officers in carrying out overseas 
personnel policies. 
11-212 
Where in the world ... and why? National business woman, vol. 54, no. 9, October 1973, 
pp. 12-13. 
Briefly reviews some of the positions held by women Foreign Service Officers and 
indicates that the U.S, Department of State is actively recruiting women applicants 
for the FSO corps. 





PAY 
11-213 1e53 .P63Ar4s 
al, Arkansas Legislative Council. 
State police overtime compensation laws of Arkansas and other states. n.p., 1972. 
4 pp. 


The survey found that 14 states provide overtime compensation for state policemen, 
112214 
Chamber of Commerce of the United States. 
Analysis of workmen's compensation laws, 1973. Washington, 1973. 48 pp. 
Characteristics (including amount of disability payments) of U.S. state and 
Federal and Canadian provincial laws. 
11*215 
Glage, Wolfgang and Brian A. Herbinson. 
Foreign and U.S. labor costs; a comparison of total Wage and salary levels 
in the "new nine" EEC, Japan and the U.S, Conference Board record, vol. 10, 
no. 9, September 1973, pp. 30-34, 
Pay and benefit practices of the European Community countries, Japan and the 
U.S. are compared, Tables show common perquisites, allowances, special 


; remuneration, tax rates, etc, Based on recent study conducted by firm of 
t Towers, Perrin, Forster and Crosby. 


1e564 .C35a 1973 








PAY (Cont'd) 





11#216 

Greiner, John M, 
Employee incentives in local government: monetary performance rewards. LMRS 
newsletter (National League of Cities, U.S. Conference of Mayors, National Associa. 
tion of Counties), vol. 4, no. 9, September 1973, pp. 4-6. 

This article examines the two major types of financial incentive programs used 
in local governments--merit increases based on performance and performance bonuses, , 
Factors which have contributed to the limited use of financial rewards in local 
government are discussed. 

L1l=217 

Hempel, George H. 
Wage and price controls for state and local governments: their effectiveness and 
the potential effects of phase III. Public policy, vol. 21, no. 3, Summer 1973, 
pp. 425-436. 

Reviews the past effects on the economy of state and local government wages and 
prices, "the effectiveness of wage and price controls over state and local govern. 
ments, and the effects of the replacement of existing controls with voluntary con- 
pliance.' 

11-218 

Kirkpatrick, Donald L. 
MBO and salary administration. Training and development journal, vol. 27, no. 
September 1973, pp. 3-5. 

Kirkpatrick suggests that, because numerous factors need to be considered in 
determining salary increases, management by objectives should not be the sole basis 
for salary administration. 

11-219 

Tannahill, Ralph E. 
A deferred compensation program for Kansas City, Missouri, city employees. Public 
personnel management, vol. 2, no. 5, September-October 1973, pp. 362-365. 

Describes the program that permits employees to supplement regular retirement 
benefits by deferring any specific amount of salary to be invested and paid upon 


wo 


retirement or termination of employment. Reprints the ordinance establishing the 
Pp rogram. 
11-220 Ie52 .Unl7e 
U.S. Bureau of Labor Statistics. 
Employee compensation in the private nonfarm economy, 1970. Washington, U.S. Govt, 


Print. Off., 1973. (Bulletin 1770) 62 pp. 

"Data are tabulated on the level and structure of compensation in all industries 
and separately for manufacturing and nonmanufacturing industries and for office and 
nonoffice employees." Compensation includes pay for working time, retirement 
programs, pay for leave time, life and health insurance, unemployment benefits, 
nonproduction bonus and savings and thrift plans. 


99 << teen 
110221 Te55 .Un35se 
U.S. Civil Service Commission, 
Severance pay; what it is. Prepared by Bureau of Policies and Standards. 
Washington, U.S. Govt. Print. Off., 1973. Leaflet (Personnel management 


series, no. 23) 

Answers questions related to Federal employee severance pay eligibility and 
methods and amounts of payment, 

Available from U.S. Government Printing Office. 


11#222 
U.S. President, 1969- (Richard M. Nixon) 
Federal civilian and military pay increases. Statement by the President following 


Senate action on pay increases. September 28, 1973. Weekly compilation of 
Presidential documents, vol. 9, no. 39, October 1, 1973, p. 1207. 


The Senate's action was to overturn the President's plan to delay the pay raise 
for 2 months. 
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11-223 

U.S. President, 1969- (Richard M. Nixon) 
Federal civilian and military pay increases. The President's message to the 
Congress, October 3, 1973. Weekly compilation of Presidential documents, vol. 9, 


no. 40, October 8, 1973, pp. 1219-1220. 
Briefly explains the new method which was implemented for computing comparability 
adjustments, 
11-224 
U.S. President, 1969- (Richard M, Nixon) 
Federal civilian pay increases, Executive Order 11739, October 3, 1973, Weekly 


compilation of Presidential documents, vol. 9, no. 40, October 8, 1973 pp. 1220- 


1221. 
Adjusts pay rates for certain Statutory pay systems, 
i1e225 
U.S. President, 1969- (Richard M. Nixon) 


Military pay increases, Executive Order 11740, October 3, 1973. Weekly compilation 
of Presidential documents, vol. 9, no. 40, October 8, 1973, pp. 1222-1223. 
Adjusts monthly basic pay rates for members of the uniformed services. 


PERFORMANCE EVALUATION 





11-226 1e395.9 .OL3c 

Olin Corporation. 
Can we sharpen our management of human resources? by Stanley R. Acker and Michael R. 
Perlson. Washington, American Psychological Association, Journal Supplement 
Abstract Service, 1973. 36 pp. (Selected documents in psychology, no. 313) 

"All managers in a complex, modern organization are assumed to use the same 
standards when judging performance. This study casts severe doubt on the validity 
of that assumption and at the same time, demonstrates a method which can help an 
organization begin the development of a unified standard of performance. The study 
is based on a project which was aimed at developing a new approach to selecting first- 
line supervisors. The approach utilized the evolving concept of the assessment 
center." 


S/I 
11#227 S/ 
Williams, William E, and Dale A, Seiler. and 
Supervisor and subordinate participation in the development of behaviorally 
anchored rating scales. Journal of industrial and organizational psychology, 
vol. 1973, no. 1, Spring 1973, pp. 1-12. : ; 
Reports the results of a study in which engineers and their supervisors 
participated in the development of rating scales for evaluating job performance, 


PERSONNEL ADMINISTRATION 


11-228 
Brummet, R. Lee, Eric G. Flamholtz, and William C. Pyle, eds. . 
Human resource accounting: development and implementation in industry. 
Arbor, Mich., Foundation for Research on Human Behavior, 1969. 93 pp. 
Reports on the University of Michigan's research program to develop an 
implement a human resource accounting system. Implementation research was 
begun in October 1966 at the R. G. Barry Corporation in Columbus, Ohio. 
Papers...based on a seminar conducted by Foundation for Research on Human 
Behavior, Ann Arbor, Michigan, January 24-25, 1968. 





Iell .B83h 


Ann 


PERSONNEL ADMINISTRATION (Cont'd) 





11+229 lel8 .C73p 
Commerce Clearing House, Inc. 
Personnel problems and solutions. New York, 1973. 361 pp. 

Offers a view of solutions to personnel problems that have been reached in a 
variety of employee relations areas and settings. The items were originally 
issued as part of the CCH Personnel Guide and citations are to the CCH publication, 
Labor Arbitration Awards. Separate chapters present cases showing solutions to 
problems related to working conditions, benefits, discrimination, work assignments, 
absences and leave, inefficiency, insubordination, grievances, etc. 

11-230 
Diebold, John, 








Management can learn from Japan Business week, no. 2299, September 29, 1973, 
pp. 14, 19. 

Diebold examines some of the major American criticisms of the Japanese management 
policies of lifetime employment and pay by seniority. He suggests that there are 


some advantages to these policies from which American businesses might benefit, 


11-231 BF636 .H41p 1973 
Hepner, Harry W. 
Psychology applied to life and work, 5th ed. Englewood Cliffs, N.J.; 
Prentice-Hall, 1973. 562 pp. 

Partial contents: Chap. 15, Getting a job and gaining advancement; chap. 16, 
Hiring the employee--the interview; chap. 17, Appraising the employee--merit 
ratings and job performance coaching; chap. 18, Making working conditions 
favorable for employee efficiency; chap. 19, Psychological climates; chap. 20, 
Group dynamics in industry; chap. 21, Supervising employees; chap. 22, Communica- 
tions in industry--morale surveys and media for communication; chap. 23, Organized 
labor. 


11+232 
How Texas Instruments turns its people on. Business week, no. 2299, September 29, 
1973, pp. 88, 90. 

Describes some of Texas Instruments methods designed to increase productivity 
and job satisfaction. New experiments include psychoanalyzing employees in order 
to provide more individualized management and requiring executive vice presidents 
to retire at age 55 in order to provide promotion opportunities for younger 
employees. 


11-233 
Klein, Stuart M, 
Geographical impact on the cognitions of new factory workers; a comparative factor 
analysis. Academy of Management journal, vol. 16, no. 3, September 1973, pp. 442- 
453. 
Job attitudes of factory workers were studied in an attempt to determine geographi- 


cal variations. Significant variations were found which caused the author to question 
the generalized application of prescriptive theories of management. 
112234 Iel6 .M31h 


Management Information Center, Inc. 
How to write a personnel policy manual. n.p., 1972. 263 pp. 
Presents general guidelines on how to write policy statements and how to construct 
a personnel policy manual. Includes examples of policy statements on 166 subjects for 
employee manuals and supervisory manuals. 


11-235 
Managing human resources; report of the ICMA Committee on Human Resource Development. 


Public management, vol. 55, no. 9, September 1973, pp. 12-18. a 
Presents the recommendations of this International City Management Association 
committee for improvements in municipal personnel management. 
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PERSONNEL ADMINISTRATION Cont'd) 





11-236 Ilel7 .M66g 
Miner, Mary G. and John B. Miner. 
A guide to personnel management. Washington, Bureau of National Affairs, Inc., 
1973. 169 pp. 
An overview of the field of personnel management, which reviews the way the 
discipline has developed, contributions to it from survey and other research, and 
prospects for the field within the larger framework of general management. 


112237 Iell .Od3p 
Odiorne, George S. 
Programmed learning aid for personnel administration; a management by objectives 
approach. Homewood, I11., Learning Systems, 1973. 122 pp. 
11-238 S/I 
Report of the Committee on Human Resource Accounting. Accounting review, Suppl. to 
vol, 48, 1973, pp. 169-185. 

The report of this American Accounting Association committee identifies 
the objectives of human resource accounting and summarizes current work dealing 
with each objective. The major objectives discussed are the development of 
cost and value measurement methods, the development of implementation systems 
and the determination of effects on human attitudes and behavior, Extensive 
bibliography. 

11-239 Iell.1l .R72n 

Rosen, Bernard. 
New priorities for public personnel management; notes for talk to American Society 
for Public Administration, National Capitol Chapter, February 21, 1973. Washington, 
1973. 7 pp- 

Progress in labor-management relations, improvement in managerial effectiveness and 
promotion of equal employment opportunity are emphasized in this review of major 
issues in Federal government personnel management. 

Reprinted in Civil service news, vol. 30, no. 2, Spring 1973, pp. 4, 12-13, 16. 





11-240 Iel1.6 .Shle 
Shaffer, Kenneth R. 
The experience of management; case studies in public and academic library admin- 
istration. Metuchen, N.J., Scarecrow Press, 1972. 167 pp. 
Includes cases in personnel as well as general management. 


11-241 

Staats, Elmer B. 
The challenge of public service. Public personnel management, vol. 2, no. 5, 
September-October 1973, pp. 358-361. 

The challenge of public service “is the discovery ... that men serve themselves 
only as they serve others."" Personnel management is identified as a key element in 
making the Federal service effective. 

Based on remarks made on the occasion of Mr. Staats' receipt of an award at the 
International Personnel Management Association conference. 


11-242 lel22 .T25i 
Tennessee, University. Bureau of Public Administration. 
The implementation, enforcement and future of police minimum standards legislation 
in Tennessee; a policy and procedural analysis, by Bruce D. Rogers. Knoxville, 
1973, 135 pp. 
Analyzes policies related to the application process, recruitment, selection, 
certification and training. 


11-243 
Tomeski, Edward A, and Harold Lazarus. 
Information systems in personnel. Journal of systems management, vol. 24, no. 9, 
September 1973, pp. 39-42. 
The concluding half of a twoepart series of articles which reported the results 
of a study of computer applications in the personnel process in the Federal, 
state, county and city governments and in private business organizations. 
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11-244 PR Iel7.5 .J72£ u 

Jones, William A., Jr. Pi 
Federal personnel administrators in a regional city; a study in occupational percep- 
tions. Ann Arbor, Mich., University Microfilms, 1973. 148 pp. 

The author's study is an attempt to identify the perceptions of personnel adminis. 
trators with respect to three types of career variables: career identification, rewarded 
activity and career style. Subjects of the study were personnel administrators (GS.9 
through GS-13) in 25 Fedderal agencies in the Atlanta metropolitan area. 

Doctoral dissertation, University of Georgia, 1972. Abstracted in Dissertation 
Abstracts International, vol. 33, no. 9, March 1973, pp. 5267-A-5268-A. 








PERSONNEL UTILIZATION £ 





11<245 Ms 
Bloomfield, Robert M. . 
The changing world of the secretary. Personnel journal, vol. 52, no. 9, September 
1973, pp. 793-798. 

Sees the Word Processing/Administrative Support Movement as the way to improve 
traditional secretarial output and utilization and to provide secretaries for 
wider opportunities for career development. Describes the way a WP/AS system 
would be organized. 


11-246 
Dreyfack, Raymond. 
Is today's secretary on the way out? Nation's business, vol. 61, no. 9, September 
LL. 
1973, pp. 87-88. ; 
Word processing systems are making the traditional role of the secretary obso- ew 
lete. A more precise division of labor usually results in the secretary becoming 
either an administrative assistant or a corresponding secretary. Cites examples 
of increased productivity using the word processing system, 


11+247 

Greenwald, Carol S. and Judith Liss. 
Part-time workers can bring higher productivity. Harvard business review, vol. 5l 
no. 5, September-October 1973, pp. 20, 22, 166. 

According to the authors, the standard arguments against using part-time workers 

do not hold water. They point to evidence showing that part-timers have high 11 
productivity rates, can be supervisors and do not result in excessive benefit costs. Be 
Article deals primarily with employment of women but reference is made to appli- 
cability of the same arguments in employing men. 


, 


11-248 Iel6 .N48m Pt. 2 
New York (State). School of Industrial and Labor Relations, Cornell University. 1] 
Manpower information for effective management; Part I1: Skills inventories and 
manpower planning, by Felician F. Foltman. Ithaca, 1973. 35 pp. (Key issues 

series, no. 14). 

Explains what computerized skills inventories are and how they work and de- 
scribes several skills inventory systems. Concludes with a discussion of man- 
power planning systems and indicates the extent of use of formal systems. 


11-249 
Olsten, William. 
Using temporary services as a management tool. Manage, vol. 25, no. 5, September- ll] 
October 1973, pp. 13-15, 18. Le 
" Discusses advantages, disadvantages and costs of using temporary-help services. 
Offers suggestions for selecting a service and for preparing for the temporary 
employee. 
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PLACEMENT 
11-250 
Pilenzo, Ronald C. 

Placement by objectives. Personnel journal, vol. 52, no. 9, September 1973, 

pp. 804-810. 

After briefly reviewing some of the commonly practiced placement techniques, 
considers the possibilities of using the concepts of objective setting for selection 
and placement. With this approach management would be required to establish 
specific goals to be accomplished by any employee hired, promoted or moved from one 
position to another. A PBO model is described and illustrated. 


POLITICAL ACTIVITY 

11251 

Martin, Philip L. 
The Hatch Act in court: some recent developments. Public administration review, vol. 33, 
no. 5, September-October 1973, pp. 443-447. 

"After many years of upholding the concept of the federal Hatch Political Activities 

Act, the lower courts have lately manifested an increasing concern with protecting the 
constitutional guarantees of public employees and have re-examined political prohi- 
bitions in view of changes in the character of public administration. This judicial 
trend toward modifying the doctrine of political neutrality did not achieve its 
purpose, however, as the Supreme Court reaffirmed the legality of the Hatch Act. 
Any hope for reform must now be directed at Congress." 





11-252 S/C 

Quinn, John J., Jr. 
Freedom of speeche--Hatch Act prohibition on Federal employee political activity 
held unconstitutional for overbreadth. Indiana law review, vol. 6, no. 3, 1973, 
pp. 544-558. 

Discusses the case of National Association of Letter Carriers v. United States 

Civil Service Commission in which the district court found the Hatch Act's ban on 
Federal employee political activity to be unconstitutional because of “overbreadth," 








PRODUCTIVITY 


11-253 
Bennett, Hubert I. 
Pride and performance. Performance, vol. 3, no. 2, March-April 1973, pp. 38-39. 
Bennett suggests that increased productivity can result when employees are 
allowed to take pride in their work and are rewarded for improvements. 


11+254 

Gellerman, Saul W. 
Who's against productivity? Conference Board record, vol. 10, no. 9, September 
1973, pp. 39-43. 

Gellerman views the productivity problem as one of effectively preparing an 
organization for change. Productivity improvement, he notes, “often requires 
more of a change in habits and attitudes than most organizations are willing 
to accomplish." He sees the organization's internal politics, i.e. the power 
of the advocates of change, as the key to its success. 


11*255 Ie621 .Llls No. 13 
Labor-Management Relations Service. 
Productivity; more work for a day's pay. Washington, 1972. 8 pp. (Strengthening 
local government through better labor relations no. 13) 
Describes New York City's efforts to improve the productivity of civil service 
employees, Points out some of the problems of productivity bargaining. 





PRODUCTIVITY (Cont'd) 
11-256 
Rosenbloom, Richard S. 
The real productivity crisis in government. Harvard business review, vol. 5l, no, § 
September-October 1973, pp. 156-158, 160, 162+. 
"I believe that there is a crisis in productivity in the United States--in the 


’ 


centers of state and local government. .«- The business community can and should 
be an active force promoting and facilitating productivity improvement in urban 
governments." Having said this, Rosenbloom shows some of the ways business can 
help. 

11e257 

Tocco, Anthony R. 
New college course tackles productivity problems. Performance, vol. 3, no. 2, 


March-April 1973, pp. 18-21. 
Describes a course added to UCLA's Continuing Education in Management program in 
1972. Students examine problems in productivity, cost, quality and workmanship. 


11-258 1d214.9 .Unl7p 

U.S. Bureau of Labor Statistics. 
Productivity; a selected, annotated bibliography 1965-71. Washington, U.S. Govt. 
Print. Off., 1973. 107 pp. (Bulletin 1776) 

Lists materials under the following headings: concepts and methods; measures; 
factors affecting producitvity; productivity, prices, and costs; productivity and em. 
ployment; productivity and economic growth; theses and dissertations; bibliographies, 
annual reports, 2tc. 


11-259 Id214 .Un7la 
U.S. National Commission on Productivity. 
Annual report, second. Washington, U.S. Govt, Print. Off., 1973. 99 pp. 
Reviews efforts to improve productivity in both the public and private sectors, 
Cover title: Productivity. 


PUBLIC ADMINISTRATION 





11-260 PR 1a45 .M28c 
Makharita, Ragaa M. 
The central process of organization and management of the national government;'a com- 


parative study of the process in the United States and the United Kingdom. Ann Arbor, 
Mich., University Microfilms, 1973. 246 pp. 
The study examines the hypothesis "that the central process of organization and 


] 


management of the national government is conditioned by the interaction of institutional 


and non-institutional factors which are found in developed political systems." The 
institutional factors selected for analysis were the role of the central executive, 
the role of the legislature and the role of the civil service as an institution. None 
institutional factors included the role of the government in the social order and the 
rising demands and pressures by people for government services and the role of special- 
ized groups. 

Doctoral dissertation, American University, 1971. Abstracted in Dissertation 
Abstracts International, vol. 33, no. 10, April 1973, p. 5810-A, 





11-261 1d84 .N2l1n No. 1 
National Academy of Public Administration. 
Reorganization and leadership of the Federal government. Washington, 1973. 24 pp. 
(Selected papers of the.... no. 1). 
Reproduces two presentations made to the Academy's annual meeting in November 
1972. 
" Contents: Problems and prospects in government reorganization, by Herbert 
Roback; Leadership and management in the Federal government, by William D. Carey. 
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PUBLIC ADMINISTRATION (Cont'd) 
PUBLIC 





11262 Ial7.1 .Un3i vols. 2 & 
United Nations. Department of Economic and Social Affairs. 


Interregional Seminar on Major Administrative Reforms in Developing Countries; Falmer, 
Brighton, United Kingdom of Great Britain and Northern Ireland, 25 October- 2 November 
1971. New York, 1973. 2ve 

Vol. 2 - Technical papers, part one, 

Vol. 3 - Technical papers, part two, 

Included in the papers are: The role of leadership in administrative reform, by 
Hahn-Been Lee; Training in the civil service [Great Britain], by Eugene Grebenik; 
Training for improved performance by public services: an assessment, by B.L. Jacobs 
and Bernard Schaffer; and Management problems in the civil service of the United 
Kingdom of Great Britain and Northern Ireland, by William Armstrong. 

Volume one of this report appeared in Personnel Literature, vol. 32, no, 6, June 
1973, item 6-211. 


PUBLIC RELATIONS 





11-263 
Gellhorn, Ernest. 
Adverse publicity by administrative agencies. Harvard law review, vol. 86, no, 8, 


June 1973, pp. 1380-1441, 

The author describes several cases where the lack of agency procedures and 
guidelines for issuing publicity designed to inform or warn the public or to 
bring about compliance with Federal regulations has resulted in unjustified 
adverse effects on the private party involved. Suggestions are made for the 
development of both external and internal controls. A prerequisite to the 
design of publicity controls, however, is the distinction of such controls fron 
agency practices which promote public access to agency records. 


RECRULTMENT 


1138264 
Maslin, Harvey L. 
"Help wanted: expert classified ad copywriter." The Office, vol. 78, no. 3, 


September 1973, pp. 39-40, 43. 
Points out some "do's and don'ts" of writing help wanted advertisements in com- 
pliance with equal employment opportunity laws. 
11+265 
Sedwick, Robert C. 
Company recruiters--unpersuasive pitchmen. Personnel, vol. 50, no. 5, September- 
October 1973, pp. 63-70. 


Suggestions for how recruiters can improve presentations of positions available 
at career weekend programs. 
11-266 
Stone, Russell A,, Larry R. Drake and H. Roy Kaplan. 
Variables affecting organizations in college recruiting. Personnel administrator, 


vol. 18, no. 5, September-October 1973, pp. 43-47. 

& survey of corporate recruiters at the State University of New York at Buffalo 
investigated the effects of organizational variables such as size, age, activities 
and positions available on "the types of candidates sought, the valued qualities 
of candidates, and organizational sensitivity to current social issues." 


REDUCTION IN FORCE 





11<26 1e658 .Un35d 1973 
U.S. Civil Service Commission. 
The displaced employee program; questions and answers about placement assistance f« 
Federal employees who have lost their jobs. Prepared by Office of Public Affairs. 
Washington, U.S. Govt. Print. Off., 1973. 8 pp. (OPA 51) 


Information on benefits and placement assistance available to displaced employees. 


Available from U.S. Government Printing Office. 
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RETIREMENT 
11-268 
Bell, Donald R. 
Prevalence of private retirement plans in manufacturing. Monthly labor review, 


vol. 96, no. 9, September 1973, pp. 29-32. " = 

"This article examines the 2-year increase /since 1968/, and the indicence of 
such plans in 1970, by such establishment characteristics as the size of the labor 
force, the level of hourly earnings, and the collective bargaining status of the 
employees." 


11-269 Ie717 .C73r 
Commission on Railroad Retirement. 
The railroad retirement system; reports to the President and the Congress. Washington, 
U.S. Govt. Priat. OFf. ;, 1972. 
Contents: Reports by the Commission; staff papers supporting the Commission's 
report on the railroad retirement system. 
A detailed study of the operation of the railroad retirement system with recommen- 
dations for changes in the structure and administration of the system. 


11-270 le717 .N2lp 
National Association of Manufacturers, 
Private pension plans; a statement of NAM position on major current issues, New York, 


1973? 10 pp. 

The major issues are considered to be additional disclosure and audits, vesting, 
portability, funding, insurance against terminations, fiduciary responsibility, tax 
incentives for retirement savings and taxability of lump sum distributions. 


11-271 Ile712 .N21s 1971/72 
National Association of State Retirement Administrators. 
Survey of state retirement systems, June 30, 1972. n.ep., 1972. lL v. 


Provides data on benefits, financing and administration of state employee re- 
tirement systems. 


11+272 

Scarborough, C. Colton, Jr. 
Selecting pension plans. Hospitals, vol. 47, no. 18, September 16, 1973, pp. 96, 
98, 100-101. 

While emphasizing that pension plans should meet the specific needs of the 
employer and be attractive to employees, the author discusses different methods of 
computing the amount of pension benefits, contributory and noncontributory plans, 
eligibility, vesting, death and disability benefits, and funding and investment, 


11-273 
A straitjacket for pensions? Nation's business, vol. 61, no. 9, September 1973, 
pp. 74-76. 

Discusses possible effects of legislative action in the areas of pension plan 
vesting, funding, portability and reinsurance. 


1le27Z 

They're sweetening the pension pot. Dun's, vol. 102, no. 3, September 1973, pp. 111-112. 
Corporate retirement benefits are increasing as employers make adjustments for 
inflation, increase early retirement benefits, continue life and health insurance 
payments into retirement and provide for post-retirement spouse annuities. 

11-275 1e708.3 .Un35s 

JS. Civil Service Commission. 

' een of income of civil service annuitants, calendar year 1972. Prepared . 
by’ the United States Civil Service Commission, Bureau of Retirement, rete ’ 
and Occupational Health for the use of the Committee on Post Office and nid 
Service, House of Representatives. Washington, U.S. Govt, Print. Off., ° 

7 ° (H, Com. print, 93rd Cong.) 

' Genin results with similar surveys made in 1958 and 1964, 
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RETIREMENT (Cont'd) 
11-276 le717_ .Un655r 
U.S. Labor-Management Services Administration. 
Register of retirement benefit plans 1972; reported under the Welfare and Pension 
Plans Disclosure Act. Washington, U.S. Govt. Print. Off., 1972. 446 pp. 

Shows the type cf plan (pension, profit-sharing, profit-sharing and savings, 
pension and savings or pension and welfare), type of employees covered and type 
of administrator for each plan reported by employers, employer associations and 
employee organizations. 


RETIREMENT - - PLANNING 


112277 
Holter, Paul. 
Guide to retirement living. Chicago, Rand McNally, 1973. 174 pp. 
Guidance on preparing for retirement and a list of retirement facilities, arranged 
by state. Also lists state and Federal sources for benefit information, 





SAFETY 
11-278 
Czernek, Andrew and George Clack. 
Incentives for safety; how prizes for avoiding accidents foster safety awareness. 
Job safety and health, vol. 1, no. 11, October 1973, pp. 7-11. 
Describes the success of the safety program at Brown Company of Kalamazoo, 


Michigan. Offering incentive awards to promote job safety is only one part of the 
program. 

11<279 

Goode, Quinton W. 
Crafty ways to keep them working safely. Supervisory management, vol. 18, no. 9, 


September 1973, pp. 24-28. 
Goode explains how an indirect approach can often be effective in motivating 
employees to practice good work safety habits. 


SCIENTISTS AND ENGINEERS 
11#280 
The engineer as a manager. Engineering manpower bulletin, no. 25, September 1973, 4 pp. 
Analyzes the managerial and supervisory responsibility of engineers on the basis 
of a survey of the National Engineers Register. The indication is that a majority 
of engineers will encounter managerial responsibilities at some stage in their 
careers and that management education should become a part of the undergraduate 
engineering curriculum. 





11-281 lel172 .En3e 
Engineers Joint Council. 
Engineering degree projections are sharply down. New York, 1973. 4 pp. (Pub. 
no. 226) 
Provides tables showing bachelor's, master's and doctoral degrees in engineering 
for the period 1959-1982, as reported by the U.S. Office of Education. Also 


compares OE projections with those of the Engineering Manpower Commission and ex- 
plains why EMC arrives at lower projections. 


lle 

- lel72 .En3q 
Engineers Joint Council. 

Quarterly unemployment rates for engineers released. New York, 1972. 4 pp. 

(Pub. no. 225) 

Shows rates, by quarter, for the years 1963-72. Based on Bureau of Labor 

‘a aeeties Current Population Survey. 

283 


Senet Iel72 .G94g 
- ines to professional employment for engineers and scientists, n.ep., 1973 
Pp- i” 
a Suggestions are given for both the employee and employer regarding recruitment, 
oe of employment, professional development, termination and transfer. Endorsed 
and supported by a group of professional societies. 
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SCIENTISTS AND ENGINEERS (Cont'd) 





11+284 S/I 
Kassem, Sami and D, F. St. John, 
Technicians in research and development: background, aspirations and motivational 
factors. Journal of industrial and organizational psychology, vol. 1973, no. l, 
Spring 1973, pp. 23-35. 
A study of the background characteristics, occupational role perceptions, 
career objectives and motivational factors of technicians in the engineering 
and research departments of two corporations. Presents a composite profile 
of the typical R&D technician and suggests the possible implications of the 


study's findings for R&D management. 
11#285 Iel172.9 .K9ls 
Krohn, Roger G, 


The social shaping of science; institutions, ideology, and careers in science, West- 


port, Conn., Greenwood, 1971. 280 pp. 

A comparison of scientists in Minneapolis and St. Paul, in terms of their working 
contexts in universities, government and industry. Asks questions about attitudes 
and values, conditions of employment, support, supervision of research, and career 
choices. Extensive tables provide profiles of the scientists and their environments, 


11-286 Iel72 .N2li 


National Society of Professional Engineers. 
In the engineers' interest...; collective bargaining v. collective action. 
Prepared by Task Force on Collective Bargaining. Washington, 1973. 48 pp. 
"Examines the current state of collective action and formalized collective 
bargaining among engineers in industry, private practice, education and government, 
Includes recommendations for revised NSPE policy statements on collective action 


and bargaining. 


11-287 1e708 .N2lp 
National Society of Professional Engineers. 
Pension plans; NSPE white paper. Prepared by the NSPE Pension Improvement Committee, 


Washington, n.d. 13 pp. 
Bound with: Pension plans; long term goals for engineers. 
The White Paper reviews the history, philosophy and fundamental issues of pension 


plan programs for engineers. The second pamphlet outlines an ideal pension plan 
program. 
11-288 Iel72 .Un7n 


U.S. Atomic Energy Commission. 
Nuclear engineering enrollment and degree survey, enrollments-fall 1971; degrees 
granted July 1965-June 1971. Prepared by Division of Nuclear Education and Training, 
Manpower and Appraisal Branch. Washington, 1972. 21 pp. 


11<289 
Whitley, Richard and Penelope Frost. 
Task type and information transfer in a government research laboratory. Human 


relations (Gt. Brit.), vol. 26, no. 4, August 1973, pp. 537-550. 

"In this paper we present data relating differences in scientific task to, 
first, the flow of information from formal and informal sources into a division 
of a large, government research establishment and to, second, the formation of 
internal communication barriers. Additionally, we discuss how scientists engaged 
in various tasks function as internal gatekeepers for external information...." 


SECURITY PROGRAM 





11-290 
Murray, Thomas J. 
Newest corporate phobia: another Equity Funding? Dun's, vol. 102, no. 3, 
September 1973, pp. 68-71. 
Recent examples of major corporate crimes are used to show why employers are 
increasingly concerned about security measures, The computer is mentioned as one 
of the biggest areas of vulnerability. 
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SELECTION 


11-291 Tech. Rpts. 
Educational Testing Service, 
The structure of three instruments intended for police selection, by Leo S. 
Goldstein and Thomas S.-° Barrows. Bethesda, Md., Leasco Information Products, 
1972. 65 pp. (ED-068-572) 

"A battery of instruments intended to predict on-the-job performance of 
patrolmen was administered to civil service police applicants, and the resulting 
data were factor analyzed. The factor structures which emerge closely resemble 
the intended structures and appear promising for planned predictive studies 
of criterion performance on the job," 


11-292 
Loehr, Virginia M. and others. 
Personnel selection methods used in Arizona local government. 
management, vol. 2, no. 5, September-October 1973, pp. 327-331. 
A survey of selection practices in 46 jurisdictions with general suggestions 


for improvements in order to conform with Equal Employment Opportunity Commission 
guidelines. 


Public personnel 


11293 S/I 
Schmidt, Frank L. and Bernhard Hoffmann, 
Empirical comparison of three methods of assessing utility of selection device, 
Journal of industrial and organizational psychology, vol. 1973, no, 1, Spring 
1973, pp. 13-22. 

This study compares the actual savings resulting from the use of a selection 
device to savings predicted by three models. The accuracy of savings estimates 
were about equal for the three models, but the authors point out that under 
certain conditions a particular model may be more appropriate. The selection 
device studied was a weighted application blank designed to predict turnover 
among nurse's aides. 


11-294 

Wild, R. and J. A. Dawson. 
Prediction of the job attitudes and behaviours of female manual workers: a research 
note, Journal of management studies (Gt. Brit.) vol. 10, no. 2, May 1973, pp. 113- 
l17. 

The objective of this study was to develop predictive measures of job attitudes, 

performance and absenteeism for use in employee selection and placement. The in- 
dependent variables used did not provide a reliable means of prediction. 


SUPERVISION 


11-295 
Falcione, Raymond L, 
The relationship of supervisor credibility to subordinate satisfaction. Personnel 


journal, vol. 52, no. 9, September 1973, pp. 800-803. 

The article hypothesizes that "subordinate satisfaction with immediate super- 
vision will be directly related with subordinate perceptions of supervisor credi- 
bility." The hypothesis was tested in a large industrial company using a sample 
of 145 subordinate employees. The findings tended to support the proposition 
but a scale to measure perceived credibility is still needed. Research to develop 
one is now in progress. 


11-296 1e543 .R72s 
Rosen, Ned A, 
Supervision; a behavioral view. Columbus, Ohio Grid, 1973. 191 pp. 
Includes chapters on motivational concepts, principles and applications; the 
behavior of work groups; stress and conflict; and leadership and supervision. 








SUPERVISORS 
11<297 


Albano, Charles. 
"Deliver them from obsolescence.""' Performance, vol. 2, no. 6, November-December 
1972, pp. 28-31. 
The control of organizational obsolescence is viewed as a challenge to super- 
visors to develop and maintain creative work groups. Indicates a number of ways 
in which the supervisor can promote the generation of new ideas. 


11-298 
Albano, Charles. 
Try it you'll like it. Public personnel management, vol. 2, no. 5, September-October 


1973, pp. 336-341. 
Knowledge of employees' perceptions of work and analysis of the nature of work to 


be distributed can help supervisors make more successful work assignments. 


11299 

Evans, Martin G. 
A leader's ability to differentiate, the subordinate's perception of the leader, 
and the subordinate's performance. Personnel psychology, vol. 26, no. 3, Autumn 
1973, pp. 385-395. 

"This analysis has indicated lack of support for two hyotheses. First that high 

LPC scoring /as measured on Fiedler's Least Preferred Co-worker scale/ supervisors 
are highly discriminating in judgments about their subordinates. Second that a 
supervisor's differentiation moderates the relationship between a subordinate's 
perception of the leader's behaviour and the subordinate's rating of his own 
performance." 


11-300 
Lewis, Blake D., Jr. 
The supervisor in 1975. Personnel journal, vol. 52, no. 9, September 1973, pp. 815- 


818. 
A group of 549 supervisors was surveyed to determine those aspects of their jobs 
that they felt would be most important in 1975. Goal setting, improving on current 


methods, delegating and allocating manpower came out at the top of the list. 


11-301 
Luthans, Fred and David Lyman. 
Training supervisors to use organizational behavior modification. Personnel, 
vol. 50, no. 5, September-October 1973, pp. 38-44. 
Summarizes the steps involved in training supervisors to use organizational 
behavior modification (0.B. Mod.) effectively. Points out some of the advantages 
and disadvantages of 0.B. Mod. training. 


11-302 1d32 .M89m 
Mulcahy, Charles C, 
Manager's manual--public employers. Milwaukee, Wisc., E. F. Schmidt, 1973. 36 pp. 
Directed to public employee supervisors, this pamphlet offers guidance for performing 
personnel responsibilities, handling grievances and complaints, disciplining employees, 
improving management skills, and maintaining good relationships with elected officials 
and the public. 


11-303 
Villanueva, A. B. 
In-service training: an American county government's experience. Public personnel 
management, vol. 2, no. 5, September-October 1973, pp. 332-335. 
An in-service training program for supervisors in Clark County, Nevada, is 
reviewed and evaluated as a method of personnel development. 
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TESTS 


——— 


11-304 


Jones, Marshall B, 
Moderated regression and equal opportunity. Educational and psychological measuree 
ment, vol. 33, no. 3, Autumn 1973, pp. 591-602. 

“Moderated regression means variation in the line of regression from one group to 
another or as a function of some background variable." Moderated regression has 
been used as a means of improving the predictive validity of tests and as a method of 
promoting fairness in personnel selection. The author examines the concepts of 
test fairness and prediction and concludes that “except in unlikely circumstances, 
ensuring either equal opportunity or fairness means lowering predictive validity." 

11-305 S/I 

Northcross, Wilson, 

The limits on employment testing, 

1973, pp. 349-370. 


“wT 


Journal of urban law, vol. 50, no. 3, February 


his paper will analyze testing as it is affected by the interpretation in 


Griggs 
v. Duke Power of Title VII of the Civil Richts Act of 1964," ——BES 
a 1e418 .B65h 
Boston, Robert E. . 
How to write and use performance objectives to individualize instruction. Eng Lewood 


Cliffs, N.J., Educational Technology Publications, 1972. 4v. 

Contents: Vol. 1, How to analyze performance outcomes; vol. 2, How to write 
performance objectives; vol. 3, How to classify a performance objective; vol. 4 
How to develop performance instructional activities and evaluations. 

These four booklets were developed to help the educator attain the skills and 
background required to define his educational goals through task analysis and per- 
formance objectives, to demonstrate procedures for constructing a classification of 
performance objectives and to design programs by which the learners can achieve the 
outcomes as defined in the performance objectives. The educator's point of de- 
parture is the study of task analysis. 


> 


11307 
Godfrey, Robert G, 
Session plan: road map to successful training. 
vol, 27, no. 9, September 1973, pp. 6-7, 9-10. 
The session plan is identified as the most important element in any training 
program. Two types of session plans are described, scripted and non-scripted, but 


both should contain the four essential parts: introduction, procedure, practice 
and wrap-up. 


Training and development journal, 


11-308 
Hess, Lee and Len Sperry. 
The psychology of the trainee as learner. Personnel journal, vol. 52, no. 9, 
September 1973, pp. 781-785, 825. 
Separates out the various ways individuals learn (visual, verbal, kinesthetic), 
describes the effects these learning styles have on receptivity to training and 
Suggests the implications for the training director. 


11309 
O'Reilly, Arthur. 
What value job analysis in training? Personnel review (Gt. Brit.), vol. 2, 
no. 3, Summer 1973, pp. 50-60, 
4n investigation and comparison of different methods of job analysis and other 
techniques that may be used to identify training needs. The study sought to 
determine the training requirements of clerical workers in public organizations. 








TRAINING (Cont'd) 


112310 

Swezey, Robert W. 
Predicting outcomes of training programs: a consideration of individual and program 
characteristics. Educational and psychological measurement, vol. 33, no. 3 
Autumn 1973, pp. 685-688. 

A 1966 study by Edgerton and Sylvester (The Prediction of Outcomes of MDTA 
Programs: A Pilot Study) showed that individual and training program characteristics 
were predictive of course completion and placement. Swezey's reanalysis of this 
research data indicates that program characteristics are superior to individual 
characteristics in predicting both completion and placement. 

11-311 


Uhlmann, Frank W. 


> 








Training, the conspiracy against employees. Public personnel management, vol. 2 
no. 5, September-October 1973, pp. 342-344. 


’ 


Uhlmann calls for a moratorium on training "fads and gimmicks" and suggests "that 
organizations use training that has been shown to bring results rather th 


-_ an using 
training as the panacea for all the ills of the organization." 


112312 Tech. Rpts. 
U.S. Department of the Interior, 
Professional development policies and programs. Bethesda, Md,, Leasco 
Information Products, 1971. 28 pp. (ED-066-630) 
Describes policies and programs for the Department's auditing staff. 


TRAINING--ADMINISTRATION 





11-313 1e418.7 .G15m 

Gane, Christopher 
Managing the training function using instructional technology and systems concepts, 
London, G. Allen and Unwin, 1972, 183 pp. 

Proposes a framework to unify the field of training, using two related sets of 
ideas, i.e., programmed instruction and systems thinking. Examines the job of the 
training manager in the organization and illustrates through case histories ways 
to use the principles to solve various problems. 


TRAINING - -EVALUATION 

11-314 1e418.9 .H39h 

Michigan. University. Institute for Social Research, 
Human resource investments and the human organization, by Ramon Henson. g 
ton, American Psychological Association, Journal Supplement Abstract Service, 1973, 
26 pp. (Selected documents in psychology, no. 312) , 

"This study investigated the relationships between two sets of variables, aa 
ceptions of the adequacy of certain classes of organizational investments /primarily 
formal and informal training programs/, and selected social-psychological variables 
derived from Likert's theory. The conceptual basis of the investment classification 
scheme was adopted from human resource accounting...." 





Washing- 


TRALNING- - METHODS 





11-315 
Douglas, John and others. 
A progression training approach to management by objectives. Training and develop- 


ment journal, vol. 27, no. 9, September 1973, pp. 24-30. 

"In this article a progression training model will be presented as a possible 
approach for minimizing the conflict that often emerges between superiors and sub- 
ordinates when MBO programs are initiated." 

Lle31 
ree Morton A,, Irvin D. Yalom, and Matthew B, Miles. 
Encounter groups; first facts. New York, Basic Books, 1973. 495 pp. 
An extensive investigation of what happens to people in encounter groups of all 
kinds--i.e. T-groups, gestalt, psychoanalytic, transactional analysis, etc. Asks 
about benefits and dangers and the relationship of the experience, the leader and 
the individual to the effects. 


1e425.9 .L62e 
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TRALNLNG - - METHODS (Cont'd) 
kL 


116317 
Lomranz, Jacob, Martin Lakin, and Harold Schiffman. 
A three-valued typology for sensitivity training and encounter groups. Human 


relations (Gt. Brit.), vol. 26, no. 3, 1973, pp. 339-358. 

The authors attempt to explain the diversity of sensitivity training programs by 
proposing and testing a typology consisting of three primary variants of training 
groups. Each type is characterized by certain training goals and techniques pre- 
ferred by the trainer. The research generally supports the typology. 


110318 
McCormick, Paul and Leonard Campos. 
I'm ok--you're ok. Manage, vol. 25, no. 5, September-October 1973, pp. 8-10. 
Briefly explains how transactional analysis can lead to increased understanding 
of yourself and your interpersonal relationships. Mentions possible applications 
in business. 


11#319 Tech, Rpts. 
Oregon. State System of Higher Education. 
Instructional simulation; a research development and dissemination activity, 
final report, ed. by Paul A, Twelker. Bethesda, Md., Leasco Information Products, 
1969. 2v. (ED-032-657) 
This report describes design techniques, areas of effective application, and 
research directions in educational simulations." Gives examples of applications 
in the military, government, industry and vocational education. 


11*320 1e400 .Un455a 
U.S. Department of the Air Force. 
Automated Apprenticeship Training (AAT); a systematized audiovisual approach to 
self-paced job training, by W. J. Pieper and others. Washington, American 
Psychological Association, Journal Supplement Abstract Service, 1973. 96 pp. 
(Selected documents in psychology, no. 315) 

"Two Automated Apprenticeship Training (AAT) courses were developed, administered, 
and evaluated for Air Force Security Police Law Enforcement and Security specialists. 
ATT is a systematized audio-visual approach to self-paced job training which em- 
ploys an easily operated, portable, and reliable teaching device." Evaluations of 
AAT graduates compare favorably with evaluations of graduates from other programs 
for the same jobs. 


11e321 
Zaffarano, Joan. 
The 'I'm ok--you're ok' management approach, Administrative management, vol. 34, 
no. 9, September 1973, pp. 30, 54, 56t. 
A review of the fundamentals of transectional analysis (a method of helping 
people become more sensitive to others and aware of themselves) with some examples 
of how several firms are using the method in employee training. 


TRANSPORTATION, EMPLOYEE 
11-322 
Companies plunge into car pooling. Nation's business, vol. 61, no. 9, September 1973, 
p. 12. 
Mentions several public and private organizations which are providing car pool 


matching systems for employees and gives one example (3M Company) where the employer 
is providing the car as well as the pool. 


110323 
Getting to work becomes a problem. The Office, vol. 78, no. 3, September 1973, pp. 44, 
48, 209. 
"Office executives may have a new assignment: car pool coordinator." The Wash- 


ington metropolitan area is cited as an area where the problems of pollution and 
employee transportation are intensified. Mentions efforts of Federal agencies and 





private employers in the area to encourage car pools. 
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TRANSPORTATION, EMPLOYEE (Cont'd) 





116324 Te500 .Un496c 

U.S. Federal Highway Administration. 
Carpool and buspool matching guide. 2d ed. Prepared by Lew Pratsch, Public Trans. 
portation Branch. Washington, 1973. 23 pp. 


Describes several successful carpool and buspool programs and explains how to 
establish these programs. 


VETERANS 


L1l#325 1e508 .L57s 
Levitan, Sar A. and Joyce K. Zickler. 
Swords into plowshares; our GI Bill. Salt Lake City, Olympus, 1973. 103 pp. 
Reviews characteristics of current Vietnam veterans, examines measures to help 
them find employment, describes education and training benefits, considers benefits 
for the disabled and reports on housing and other loans. Comments on preference 
in civil service employment are found on pp. 33-34. 
11#326 1e508.5 .Un350 
U.S. Civil Service Commission. 
Opportunities in the Federal service for veterans. Prepared by Bureau of Recruiting 
and Examining, Manpower Sources Division. Washington, U.S. Govt. Print. Off., 
1973. Leaflet (BRE 48) : 
Briefly explains veterans preference in examinations, appointments, job retention 
and other benefits in Federal employment. 
Available from U.S. Government Printing Office. 


11°327 le22 .Un47m 

U.S. Department of Defense. 
Military-civilian job comparability manual; a guide for employers, vocational 
counselors and others concerned with employment of veterans. Prepared by the Office 
of the Assistant Secretary of Defense (Manpower and Reserve Affairs). Washington, 
U.S. Govt. Print. Off., 1972. 279 pp. 

Relates civilian job categories to those of enlisted personnel in the Arny, 

Navy, Air Force, and Marine Corps with the hope of increasing the civilian em>'oyment 
opportunities of veterans. Shows occupations that are highly related and sub- 
stantially related for electronic equipment repairmen, communications and intelligence 
specialists, medical and dental specialists, craftsmen, etc. 


WOMEN - - EMPLOYMENT 


11°328 1el54.9 .B23w 
Barabas, Jean. 





Women; their educational and career roles; an annotated bibliography of selected 
ERIC references. Bethesda, Md., Leasco Information Products, 1972. 71 pp. 
(ERIC-IRCD urban disadvantaged series, no. 31) (ED-067-423) 

"The listing encompasses document citations in 'Research in Education' from 
November 1966 through December of 1971, and journal citations in ‘Current Index 
to Journals in Education' from January 1969 through December 1971. Much of the 
literature cited is research oriented, and is divided into seven sections: women 
in the society, counseling women, women in academia (as students), continuing edv- 
cation for women, career choice and development for women, and women in the world of 


work." 

11329 Tel54 .B53e 

Bird, Caroline 
Everything a women needs to know to get paid what she's worth. New York, D. McKay, 

*°1973. 304 pp. 

A question and answer book to help employed women deal with job situations in 

which they are overlooked for promotion and underpaid. It is a tactical book for 
women who must demonstrate their competence in the "male-oriented job world." 
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11#330 

Cecil, Earl A., Robert J. Paul and Robert A. Olins. 
Perceived importance of selected variables used to evaluate male and female job 
applicants. Personnel psychology, vol. 26, no. 3, Autumn 1973, pp. 397-404, 


Subjects (118 graduate and undergraduate business students) were asked to rate 
the importance of 50 variables to an interviewer in selecting a candidate for a 
white-collar position. In 58 cases the applicant was described as female and in 


60 cases the applicant was described as a male, "Results of the factor analysis 
indicate that the subjects have different images of what type work is usually 
performed by males and females." The factors rated most important for the female 


were primarily clerical skills, while the factors rated most important for the male 
were those characteristic of management positions. 


118331 1el54.5 .F3lag 
Federally Employed Women. 
Agency accountability survey. Washington, 1972. 189 pp. 
Reports on the responses of Federal agencies to a list of recommendations 
developed by Federally Employed Women"'to assist agencies in the monitoring of their 
Federal Women's Program." 


110332 1e154.9 .F68s 
Fogarty, Michael P,, Rhona Rapoport and Robert N, Rapoport, 

Sex, career and family; including an international review of women's roles, 

London, G. Allen & Unwin, 1971. 581 pp. 

This study investigated women's work and opportunities in higher professional 
level and managerial occupations primarily in Britain but also in Eastern Europe 
and Western countries. Recommendations are based on the conclusion that women's 
access to top jobs is not a problem of and for women, but of men and women 
together and the relationship between family and work. 


11#333 
Foundations discover women; an emerging career field. National business woman, vol. 54 
no. 9, October 1973, pp. 4-5. 

A recent Council on Foundations survey of the 596 largest foundations “found that 
only 17 percent of the boards of trustees or directors were women and, although women 
predominate on foundation staffs, less than 25 percent of foundation executives are 
women."" However as this article points out, there are several women who are executives 
of major foundations. 


’ 


110334 
Fretz, C. F, and Joanne Hayman. 
Progress for women--men are still more equal. Harvard business review, vol. 51, 


no. 5, September-October 1973, pp. 133-142. 

Stresses practical problems resulting from increasing employment and utiliza- 
tion of women, suggests ways to alleviate these problems and offers bench marks 
for judging a company's EEO efforts. 


118335 S/I 
Gwartney, James and Richard Stroup. 
Measurement of employment discrimination according to sex, Southern economic 


journal, vol. 39, no. 4, April 1973, pp. 575-587. 

The authors attempt to isolate the effects of employee preferences on male- 
female income differences as distinct from the effects caused by employment 
discrimination, They tentatively conclude "that variation in preferences is the 
more important source of income differences according to sex," 
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11+336 

Herrick, John S. 
Work motives of female executives. 
September-October 1973, pp. 380-387. 

The results of two studies by the author of perceived work needs and the sati 

faction of those needs among Federal executives and Kentucky state government cual 
tives are examined on the basis of the variable of sex. Using a Maslow-type ianacad 
gorization of needs, little difference was found between male and female Game ‘ 
perception of need importance and need satisfaction. i 
doctoral dissertation. 


Public personnel management, vol. 2, mo. 5, 


es' 
Based in part on the author's 


11-337 Tech, Rpts. 
Marple, Betty L. 
Counseling mature women from differing cultures, Bethesda, Md., Leasco Informa- 


tion Products, 1972. 14 pp. (ED-067-574) 

A survey of research on educational-vocational counseling of women, 

Presentation at American Personnel and Guidance Association convention, March 25-30, 
1972, Chicago, Ill. 


11338 Iel54 .N21s 1973 
National Organization for Women. 
Sex discrimination in employment; what to know about it; what to do about it. 2d ed, 
Prepared by Equal Economic Opportunity Task Force, Eastern Massachusetts Chapter, 
Boston, 1973. 32 pp. 
Explains how to recognize sex discrimination and how to file and document a dis- 
crimination complaint. 


11339 
Rieke, Forrest E, 
Thirty-two million women at work--how different are they? Journal of occupational 
medicine, vol. 15, no. 9, September 1973, pp. 729-732. 
Even though women are striving for equality in the labor market, Dr. Rieke points 
out that there are real differences between the sexes which must be accomodated in 
‘ industry policies, particularly in regard to pregnant employees. 


11#340 1e154 .Se3s 


Seed, Suzanne 
Saturday's child; 36 women talk about their jobs. Chicago, J. P. O'Hara, 1973. 
159 pp. ; 
Women in arts, communications, science, medicine, trades, services, business, 
commerce and government talk about their jobs. 


11+341 1e154 .T65f 
Towers, Perrin, Forster & Crosby. 
Female employment; evaluation and change; a TPF/C summary report, Philadelphia, 
1973. 15 pp. 

"This report summarizes the ways in which 20 prominent business organizations 
are meeting or planning to meet the challenge to provide equal employment 
opportunity for women. This summary is based on a special report of female 
employment practices recently completed by TPF/C." 


11342 

/Women in the armed services/. Journal of Navy civilian manpower management, vol. 17, 
no. 3, Fall 1973, pp. 23-31. 

Three articles on the promotion of opportunities for women in the armed services. 

In "Job equality for women; what every good manager must know," Frank C. Jones 
discusses the equal employment opportunity program for civilian Navy personnel. 
Robert Mooney provides a historical summary and current status report on the utili- 
zation of women in the different branches of the service in his article, "Service- 
women in the 1970's."" "New careers for women," shows servicewomen in a variety of 





occupations. 
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110343 S/I 
Women opting for management. Stanford Business School alumni bulletin, vol. 41, no. 4 
Summer 1973, pp. 10-14. ; es 
Women MBA candidates at Stanford discuss their experiences as students, why they 
became interested in management careers and their experiences with job interviewers. 


119344 HQ1206 .W84w 
Women's almanac, Cambridge, Mass., Armitage Press, 1973. 207 pp. 
The section on employment presents articles on career opportunities, sex discrimi- 
nation, equal opportunity laws and job finding techniques, 


YOUTH 

116345 

Carroll, Archie B, 
Youths' work ethic--an expectations gap. Personnel administrator, vol. 18 
no. 5, September-October 1973, pp. 11-14, 

Carroll explains that the work values of young workers do not differ 
significantly from those of older workers, but suggests that younger workers 
have higher expectations about life and work. Discontent develops when these 
expectations are not realized. 

The following article, "Management's newest problem: the generation gap 
employee," by Paul W. Cummings (pp. 15-17) offers management several suggestions 
for managing, motivating and training young employees. 

"Youth-eye-views of today's work principles," by Cameron Carley (pp. 18-20) 
focuses on the job attitudes of college trained youth. 


11346 1e155.9 .K16h 
Kaufman, Jacob J. 

The high school diploma; credential for employment? by Jacob J. Kaufman and 

Morgan V. Lewis. University Park, Pennsylvania State University, Institute 

for Research on Human Resources, 1972. 185 pp. 

"This is a report on the post-program experiences of a group of high school 
dropouts who participated in two experimental programs. One program offered 
courses leading to a high school diploma, the other offered skill training in 
one of three occupational areas. These programs were conducted to test whether 
obtaining a diploma or skill training increased the employment opportunities 
of former dropouts." 

The results suggest "that, for young people from poverty environments, 
obtaining a diploma is not the employment gate-opener it is often claimed to be," 
Doubts are raised as to degree to which education can assist upward mobility. 


110347 Tech. Rpts. 
Ohio State University. Center for Human Resource Research. 
Determinants of early labor market success among young men; ability, quantity 
and quality of schooling; a preliminary report, by Andrew I. Kohen. Springfield, 
Va., National Technical Information Service, 1971. 43 pp. (PB- 208-638) 
This study investigated the effects of family socioeconomic background, number 
of siblings, health, mental ability, years of schooling completed, and quality 
of last secondary school attended on the labor market success of young men, The 
report represents the preliminary results of one portion of the author's Ph.D. 
dissertation, 
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